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^ Introduction 



> ■ . i > - .... 

The Career Information System Guide is designed t<*fhelp students* teachers, and Counselors 
in, the use of the other Career Infomiation Systeni materials.* Students can also*use the bjasic 
referMiG?t materials cohtained^in the guide as-^a textbook in con junctioi\ with the IndividoaUzQd 
Activmes for Career Exploratton .(lAC^ bookl€?t. The guide is divided tato^ the following 
sections. - . , i^i) . ' ^ ' . ' ^' '■ '. - 

Touring the Career Infoiina^^^ \ . 

lis section contains both generfd and' detailed information on the use of the Career 
Inf^itnation Systen^ materials availably in your school for career exploraticj^. ^ 



Worker Trait Group Digest 

This^ section contains brief diescmptions of the 12 Career Areas and 66 Worker Trait Groups 
upon. which the entire Career Information System is base^., » " 




Work Activity Descri^Hoiis^ 



All the t^sks performed by workers in any occi^pation can be- grouped into ten basic ;types 
of work activities. This section contains descriptlohs of the ten basic types of work activities. 

'\/Work Activity -r Worker Trait Group Index ^ ; ' \ 

^- ■■ .. ^ ^ ■ - ■ ' . 

This index contains a listing of the Worker Trait Groups related t6>each .type of work 
aictivity. The index can be used to identify Worker Trait Groups related to work actlviFyy 
• preferences for further exploration. , ° 

Work Situation De^^^^ , . . 



Tiie work involved in any occupation takes place ^der certain situations. These situations-^ 
place demands on the workers. Workers must adapt to the dema;nds of the work situation if 
they are to perform the work well. The work situations can be grouped into ten basic tVpes- This 
section contains descriptions of the ten basic types- of work situations. ^ . 

. : . ^ . ■ "■■ V : ^ . . , , 1 • ■:• \ ' . ' ■ : •" . ^. ■ 

♦Developed by. Appalachia Educational Laboratory, Inc* and published by McKnIght :^ubllshing 
Company. ' * > ^ • v 



Work Situation ^ Wor)^^r Trait Group Index ^ 

This findex contains a Usting of the Worker Trait 
ation* Th6 hidex can be used to idehtify Worker TraitX< 
ences for further exploration. 



' l^^po each type^of work situ- 
d to work situation prefer- 




School Subjects ' ' ^ : - 

Two Career Information System materials, the ScUol Subject — Worker Trait Group 
Chart and the School Subject — OQcupation Index, are designed to help students identify occu- 
pations fcir exploration through interests and abilities in school subjects. This section contains 
instructiohs oil the use of these materials and a reduced copy of the School Subject — Worke^ 
Trait Group Chart itself. > 



[■/. 



Aptitudes. 

This section oohtains descriptions of the eleven different types of aptitudes defined by ^ 
the U. S. "Departmeht of Labor. The clu^^llofcg each aptitude description can be used to 
make aptitude 'self -estimates. - . ' * ' 



Apt! 



/ude - 



Worker Trait Group Index 



fBhis index contains a listing of t^e keyraptitudes and Revels of these aptitudes associated 
with average successful performance f(Jr each Worker Trait.Group. This index can be used to- 
dompare aptitude self -estimates with the *key aptitudes and levels of these aptitudes needed 
for I each Worker Trait Group. . . " 



W|Uer trait Group Keysort Dk|^ • 

The Career Information System includes a Worker Traiit Group I^ysort Deck. It is a 
manual system for locating occupational information on a multi- variable basis. Students can 
' use the Worker Trait Group Keysort Deck to identify Worker Trait Groups related 1;o their 
interests, abiUties, work activity preferences, etc. This section contains instfuctions on the use 
of the Worker Trait Group Keysort Decli. ^ ' 
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To u r i n g t h e Ca r ee r 1 n f o r m af i o n Sy ste m 




Career exploration and decision-majjdng should be based on infomiation about yourself and ; 
the world of work. To obtain information about yourself, you should examine your interests, 
abilities, and other personal traits. Information about the World of work is obtained ^^:hrough 
career information resources. The Career Information System (CIS) in your school contains 
all types of organized career information resources. Th§se resources are organized to* help yoii 
find information in two ways* 

# On the basis of what you know about yourself. 

• On the basis of what you know about occnpations. 

The CIS is structured around 12 Career Areas and 66 Groups. The Career Areas are based"' 
on people's preferences for certain types of work and leisure activities. The Groups are occu- 
pational divisions within the Areas. These groups of occupations are based upon the skills and 
personal traits needed by workers. These areas and groups are also found in the Supplement to 
the Dictionary of Occupational Titles, published by th? U. S. Department of Labor. 

To learn how you can use the CIS materials for career exploration, you can take a ^'Guided 
Tour." Your role as a tourist is to learn how all the. CIS materials fit together arid what they 
contain. ^ / 

The Tour contains both general and . detailed information about CIS materials. The general 
information appears irr boxes. The deteJled information follows eaclvbox. As you tour the mate- 
.rials, stop at each box and read the general information. It describes what the CIS material is 
and why it is used. Read the detailed information following each ^ box after you complete the 
Tour. You may also want to read it when you are ready to use the CIS. Now get ready fol* the : 
first stop on the Tour, where you will view the Dictionary of Occupational Titles. 



STOP 1: Dictionaiy of Occupational Titles (DOT) 

The Dictionary of Occupational Titles, published by the U. S. Department of 
■Labor, contains descriptions of thousands of occupations. These descriptions are - 
' organized into, a structure called the Occupational Group Arrangement (OGA). The 
OGA is another method of groupiiig occupations and should not be confused with the 
•66 Groups. * . ■ " 

Each occupation in the DOT has been assigned a number to indicate the group to 
. wliich it belongs. This number is/.a nine-digit code unique to each occupation. These 
. nine-digit codes organize the' pccuf>ational titles and descriptions in numerical sequence, v 

Occups^dhal Title Occupational Code 
ARCgl?^^ . 001.061-01^ 

■ To find an occupational^^^it^Ption in the DOT, first use the Alphabetical Index 
located in the ybacl^ section. #^S'f he occupational title and note the nine-digit code. 
This code is used to find the^page where the occupational description may be found. 
Remember, this nine-digit code >is a sequence number in the OGA listing. 

The DOT is an important career information resource to ua^ in exploring the 
'■ world of work. It is the only soured where information can be found on all occupa- 
tions. Although the descriptions are only paragraphs, they contain a lot of infor- 
^ mation. . z , " 

GO TO STOP 2 



How to Use the Dictionary of Occupational Titles (DOT) 

In the DOT, occupational descriptions are organized by the ,pccupational Group Arrange- 
ment (OGA). Occupations are organized into the OGA on the basis of products or services pro- % 
vlded or the processes and materials used. There are nine Occupational Categories which have 
the following code numbei;s^d names: . . ' . ^ 

Professional, technical, and managerial occupations 

2 Clerical and sales occupations ' 

3 Service occupations 

'4 Farming, fishery, forestry, and related occupations . / 

5 Processing occupations . ■ - • . 

^. 6 Machine trades occupations 

7 Bench work occupations ;^ 

8 Structural work occupations . 

9 Miscellaneous occupations * v 

The first three digits of the nine-digit dW code represent the OGA. . - 

ERIC. V ^ 



? 



V 



OGA CODE 




The first digit places the occupation ihto an Occupational Category. The first and second digit 
place it into a Division within the Category. The first, second, and third digits place it into a 
sub-division called a Group. . 

As an example, the code for ARCHITECT is 001.061-010. The first digit, b, places this 
occupation m Categojy 0/1. "this category includes professional, tQchnieal, and managerial 
occupatioris'in such fields as art, science, law, and business relations. J ■ .■ ■ 

When the- second digit, 0, is combined with the first digit, 0, the occupation is "pjaced in. ' 
Division 00. This Division is called "Occupations in Engineering and Architecture." It includes 
.occupations concerned with the practical use of the principles of architecture and engineering. 

When the third digit, 1, is combined with .the first two digits, the code 001, places the 
occupation in the Group 001. This Group is called "Architectural Occupations." It includes 
occupations concerned with the design and construction of buildings and other structures, Or 
landscaping. y ^ ,v ; 

The DOT contains descriptions of the Categories, Divisibris, and Groups as well as descrip- 
tions of the thousands of occupations. The, following example shows the descriptions' arranged 
in the OGA sequence. J- • • ' • 
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C EXAMPLE - 

0/1 PROFESSIONAL, TECHNICAL, AND MANAGERIAL OCCUPATIONS 

This category includes •occupations concerned with' the theoretical and , practical 
aspects of such fields of human endeavor as: architecture; engineering; mathematics; 
physical sciences; social sciences; medicine and health; education; museum; library 'and 
archival sciences; law; theology; the arts; recreation; administration specialties; and 
management. Also included are oc(;upations in support of scientists, engineers, srnd other 
speciaKzed activities such as piloting' aircraft, operating radios, and directing the cburse 
of ships. Most of these occupations require substantial educational preparation, usually 
at the university, college, junior college, or technical institute level. ^ 

: : : \y'- y ; ,.- ;^ . 

CATEGORY DESCRIPTION - 00/01 OCCUPATIONS IN ENGINEERING 
" V , AND ARCHITECTURE 

This division includes occupations concerned with the 
practical' application of physical laws and principles of 
engineering arid/br architecture for the development and 
DIVISION DESCRIPTION utilization of machines, materials, instruments', struc- 
. . tures, processes, and services. Typical specializations are- 

research, design, construction, testing, procurement, pro- 
- ■ : ; / duction, operations, and sales. Also includes preparation 
J of drawings,_,specifications, and cost estimates, and par- 
' ticipation in verification tests. 

. (Continued Q() Mxt page) , ' ' * ' ^ 

, ■■' , . — .... : ^ ■ ' -Br 
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GROUP DESCRIPTION- 



OGCUPAt(ON DESCRIPTION- 



NOTE: The code for — 
"Architect,* Marine" 
has the same first 
eight-digits as 
Architect. The last 
*digit shows the 
sequence in this case. 



001 ARCHITECTURAL OCCUPATIONS . 
This group includes occupations feoi\cerned with the 
. design and construction of buildings and related struc- 
tui'es, or landscaping, and/or floating structures, accord- 
ing to aes.thetic and functional factors. 

■ 001.061-010 ARCHITECT (profess. & .kin.) . o«n ■ 

Provides profesalonal services In research, development, design, con- 
'■Struction, alteration, or repair of real property, such as private resl- 
Jences. office buildings, theaters, puj>llc buildings, or f actorles : . Con- 
suits with client to determine functional and spatial requirements and ^ 
prepares information regarding design, specifications, ^"aterlals equlp- 
► ment estimated costs, and building time. Plans layout of project and 
. integrates engineering elements. Into unlOed design. Prepares scale and 
full size drawings and contract documents, for building contractors. 
Furnishes sample recommendations and shop_^ drawing reviews to 
client. Assists client IrCobtalnlng bids and awarding cMStructlon con- 
• tracts, supervises administration of construction CQn^acts and con- 
ducts periodic onslte observation of work in progress.. May prepare 
operating and maintenance manuals, studies,, and reports. 

.001.061-014 ARCHITECT, MARINE (profess. & kin.) architect, naval; 
^ naval designer. . , , o„,i 

Designs and oversees construction and repair of marine craft and 
floatlnl structures, such as ships, barges, tugs, dredges,, submarines, 
forpeSfes. floats. 4nd buoys. Studies design proposals and specif 
establish basic characteristics of craft, such as 
propulsion/ armament, cargo, dlspla 

comprements, and fresh _ « > ^ , 

testing of pro ■ 

ou ; ■ ■ 



- In each occupational description, you .will find a wealth of ^nforrnation in condensed form 
Note' that tljree types of titles are used to identify occupation The mm or 
. the primary title under which the . Occupational description is listed. FoUov^ng this tit e _are 
Alternate mtles or names : by which the occupation is known in different parts of thexountty 
At trrnd 'of the description are,Unaefined. Related Titles. These titles are a specialization of 
V the occupation. The type of specialization is usually described by the ^ title. 
. C .tS^ example is a typical occupational description marked to show its vanous 

parts. ■' ■ ■ . ' ' 




Undefined 
Related^ 
Titles 



Nine-digit . Main or Base Vj 

DOT Code Title 

' 096.127-014 EXTENSION SERVICE SPECIALIST (gov^erO 

.. - cooperative extension advisor specialist, ^ . 

^^hstructs extension workers and develops specialized service activ ties 

■ In area of agriculture or home economics: Plans, develops^ , organizes, 
. and evaluates training programs In subjects, such as honfi« . manage- 
V ,• ment horticulture, and consumer Information. Prepares leaflets, pam- 
phlets and other material Xor use as training aids. Conducts classes to 
. ■ ??afn extensfon-^oTkers In specl^lzed fields and In teaching techniques 
' . Dellvprs lectu and community organizations and over 

. ?ad ^and t^evislon to promote development of agricultural or domestic 
• •• Sis. AnaiFzes . research data and plans activities to <:oof ^inate 8^^^^^^^^ 
.. - with those offered by other departments agencies, and orgahlzatlons. 
May be designated according to field of specialization as A^ 
TURAL-EXTi:P^SION SPECIALIST (gov. spr.) ; HOME ECONOMICS 
'SPfeeiALIST (gov. sen). . , 



Industry 
Designation ^. 



Alternate 
Title 



Occupational 
Description 



The DOT also contains an Alphabetical Index located in the^back^ B^l,^?^^;, 
listin/of^cupational titles an(t their nine-digit codes. Base and Undefined Related titles are 
in large letters and Alternate Titles are in small letters. ^ . ^ » 



ALPHABETItAL INDEX EXAMPLE 



Base or Undefined Related Title 



Alternate Title 



ABALONE DIVER (fish,) 443^664-010 
able-bodied seaman (water trans.) 911^64«Q10 



When you want the description for a specific occupational title/ turn to the Alphabetical 
Index. 1.6cate the^itle in the listing and make a note of the: nine-digit cdde. Use this code to 
locate the occupational descnptioHr/Reniember, the descriptions are in sequenc by the nine-; 
digit code/ not by title. ; , ^ / ' : / / 

ST0P 2: Supplement to the Dictionary of Occupati^^^^^ 



•A i' 



The occupations of the DOT iare organized 4n the? Supplenient by 12 Career Areas 
iand 66 Groups/Each Career Area has been -titled and identified by a two-digit code, 
01 to 12. A brief statement describes the type of interest the Career Area represents. 
Within each Career Area, occupations are organized into Groups, Each Group has 
been titled and identified by a four-digit code. A description pf the <iroup and a listing 
of the occupiations it contains follow the Group title and code. These 66 GroupSv are 
further divided into Subgroups* The Subgroups organize related ; occupations 
specifically. . ' 



Aretf^Codp 

(2 digits^ 
Group Code - — 
(4 digits) ; 

Subgroup Code 
(B digits)^ . 



EXAMPLE 

T^-^ 01. 



ARTISTIC 



dl.Ol Literary Arts 



-^01.01-01 Editing 

01.01-02 Creative Writing 
01.01-03 Criticism 



V To identify a Group for ah occupation; use th^ Alphabetical Index at the back of 
: the Supplement i 'Locate tiie title, and note the- six-digit Career Area/ Group/Subgroup 
^Code. '■■ ■• . ■ ' ■ V . ' / ■ ■ • 

r ^ EXAMPLE 

CHEMICAL RESEARCH ENGINEER 008.061-22 (prof & kind) 05.01.01. Use this 
code to locate the pajge where the Group descriptionr can be found. The Career Areas 
and Groups are in numerical sequence. At the end of each Grpup deiscription is a com-, 
plete list of occupations listed by Subgroup. " ' ' 

You can relate your interests and abilities to the Career Areas and Groups to 
explore a nun\ber of similar occupations at one tim^ Tl|p main tis^ of the Supplement 
in the CISiis to obtain a full listing of occupations for each Group;, 

GO TO STOP 3 
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■ How to Use the Supplement to the Dictionary of Occupational Titles (DOT) 

The Supplement to the DOT has been desigriedj-to aid you in .occupational exploration lead- 
ing to education, training; and, job placement. To help you 'relate your interests and abilities 
to occupations, the Departriiertt of Labor has identified 12- Career; Areas/ Each of the 12 Career , 
Areas has been titled and identified by a, twc-digit hurfiber, ranging from 01 to 12. 

■■■ ■ : . ■ , ■ ■ ■ i. : ■ ■ ■ ■ 7 



CAREER AREAS 



Area€ode 


Area Title 


. Area Code 


01 


ARTISTIC 


07 


02 


SCIENTIFIC 


08 


"03 


NATURE 


09 


04 ' ' 


AUTHORITY 


. 10 . 


05 


MECHANICAL 


11 


06. 


INDUSTRIAL 


12 



Area Title 

BUSINESS DETAIL 

PERSUASIVE 

ACCOMMODATING 

HUMANITARIAN 

SOCIAL-BUSINESS 

PHYSICAL PERFORMING 



The .common interests people have in occupations are us^d to define each Career Area. For- 
example,- Career , Area 01 is defined in the following wayj "This is an interest in creative > 
expression of feelings or ideas." ■ • .. 

The 12 Career Areas contain 66 Groups. Within each Career Area, similar^ occupations • 
are organized intcP Groups. The Groups are generally arranged within each Career Area from 
the Wghest to the lowest level of aptitudes and sltills. Each Group has been titled and identified 
by a four-digit number. Of these four digits, the first two represe;it the Career Area Code. The 
second two digits represent the position of a Group within an Area. All four digits make up 
the Group Code, as shown in the following example of the first Career/Area. 

' AREA CODE AREA TITLE 



01 ARTISTIC 

.r ■ 01.01 Literary Arts f 

' 01.02 Visual Arts 

01.03 Performing Arts: Drama 

iSROUP CODES — 01.04 Performing Arts : Music — GROUP TITLES ' 

. > ' 01.05 Performing Arts: Dance 

" ;' 01.06 Technical Arts ' 

01.07 Amusement • 

" . 01.08 Modeling 

• Each of the Group descriptions contains a summary of the occupations' common elements. 
■ The suiQmary describes the work performed, clues for relating people to the occupations, sug- 
gested training and methods of entry^ and other factors to consider. 

These 66 Groups are further divided in Subgroups. The Subgroups help you identify impor- 
tant relationships amtong the occupations un the Group. In. most cases, similar work performed 
■is the basis -for' the subgrouping. Each Subgroup is identified by a title and six-digit number. 
The first four digits represent the Area and Group Codes, while the last two digits represent 
the position of the Subgroup within the Group. All six digits make up the Subgroup Code. 

EXAMPLE 

Titles • ' ' 

Area Code; .OL . ARTISTIC 

• (2 digits) . " 

Group Code 01.01 Literary Arts 

(4 digits) 

Subgroup dode 01.01-01 Editing 

(6 digits) 01,01-02 Creative Writing 

. 01.01.03 Criticism 

A complete list of occupations follows each Group description. The occupations within the 
Q Mst are divided into various Subgroups. t 
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^EXAMPLE 



Subgroup 
Number 



Subgroup Title 



Occupational 
Code^— 



IS:- 




Group Number ' Group Titje 

04,01-<— 



Occupations in Safety &nd Law Enfarcement^ 



04.01.01 Jobs 
' 169.167-022 
-^188.117-118 

188.167-062 

,372.137.0}0 
. 372.167-014 

372.167-015 
' 373.117-010 

373.134-010 

373.167-010 
. 373.167-014 

373.167-018 
• 376.137-010 

376.167-010 
. 377.117-010 
'377.137-010 

^ 377.137-014 

■ 377,137-018 
, 377.167-010 

' 04.01-02 Jobs 
168.167-ftlO* 



In Managing & Instructing^ / 
Fire Assistant (gov. ser.) 
Police Commissioner I* (gov. ser,) 
Park Superintendent (gov. ser.) v 
Correction Officec, Head {gov* ser,) 
Guard/ Qhfref (any Ind.)' 
Jajler, Chief (gov. ser.) 
Fire Chief (gov, ser,) . \ ; 
.Fire Captaln"'(gdv. sen) 
Battalion Chief (gov.^ser,) ^ :\. 
Captain, Flre-Preventlon Bureau (gov, 
Firq Marshal (any ind.) 
Manager^ Internal Security (bus. sen) 
Special Agent-ln-Charge (rx. transO 
Sheriff* Deputy, Chief (gov. ser.) 
Deputy Sheriff, jCommanderi Clvll plvlalon 

(gov. ser.) ' ^ 
^Deputy Sheriff, Commander, Criminal, and 
" . Patrol Division (gov. ser.) , 
'Deputy, Court tgov. ser,) 
Deputjh Sheriff, Chief (gpv. ser.) ) ' 




Industrial 
Designation 



in Investigating . , 
Customs, Patrol Officerj (gby. ser.) 



i 

\ 



— Occupational' 
Title 



V If you want to find the Group to w*iich a spjecific Qccupatioii belongs, use the ^Alphabetical 
Iiltdex at the back of the Supplement, This, index gives the Career Area/ Group/ Subgroup Code 
as well as the Occupational Code. The key in^the following exampla explains the title differences. 



> . 



. INDEX EXAMPLE 

■ . 

CHEMICAL RESEARCH ENGINEER 008.061-022 (proEf & kin) 05.01.01 
CI^MICAL • STRENGTH TESTER 582.587-010 (textile), 06.03.02 • • . 
CHEMICAL -TEST ENGINEER 008.061-026 (prof & kin) 05.0li04 . 
chemical weigher (DYE WEIGHER 550.684-(Ji4) 06.04.17 
CHEMIST 022.06J.-010 (prof & kin) 02.01.01 
Chemist, Analytical (CHEMIST 022.061-010) 02,01.-01 
■chemist, biological (BIOCHEMIST 041.061-026) 02.02.03- 
^Chemist, Qinical (BIOCHEMIST 041.061-026) 02.02.03 ^ . 
1st, Enzymes (BIOCHEMIST 041.061-026) 02.02.03 

D 022.061-014 (prof & kin) 02.02.04 , » 

N (CHEMIST, 022.061-010 ) 02.01.(J1 - 

• . 022.061-010/02.0L01 ^ 

' m 041.061-026) 02.02.03 



• Main or Base Title: 
all capital letters^ ^ 

• Undefined Belated 
Titles: beginning capital 
letters with Main Title 
and Code in'pareiitheses. 

• Alternate Titles: all 
fewer case letters with 
Main Title £ind Code in . 
parentheses. » 

• Note: Main Titles aire 
the'ones used in CIS 
materials to locate 

inf omation. 
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STOP 3; Alphabetical Card File 



The Alphabetical Card File contains an alphabetical listing of all of the occupa- 
tional titles in the CIS. It works like the card catalog in your school library. It gives 
you codes, under which you can locate information about occupations. These codes 
represent the Career Areas ana Groups in , the Supplement of the DOT. However, the 
^Groups will be called Worker Trait Groups/ (WTG) when used in the CIS materials, 
v These Worker Trait Groups, are more fully explained in STOP 7. 

The Alphabetical Card File can be used to . locate a specific occupational title, 
the Career Area - WTG ntimber, as well as resources in the CIS containing informa- 
tion about the occupation. ^ 

GO TO STOP 4 



How to Use the Alphabetical Card File 

The Alphabetical Card File is easy to use. Just look up the title of an occupation "you want 
to explore. The following illustration shows what a; card looks like. . ; 



DOT MAIN TITLE ' 
' DOT CODE: / ?7. ! 33'-0JiX ALTERNATE FILE CODE: 



WTG FILE. 



OOH: /v W 



SUPPLEMENTARY CODES: 



REFERENCES: 



EXPERIENCE RESOURCES: 



} 




05. O^ ' . 

AREA-WTG# 



EOC: 



O 



j/ left(h 



ERIC 



The job title in the uppe/ lefti-hand comer of the card is the Main Title used in the DOT. 
In the upper right-hand Cromer of the card is the Area - WTG number. All information Is the 
CIS about an occupational title can be found using this number. The nine-digit number entered' 
after "DOT Code" distinguishes the occupation from all other occupatipns. It is used to locate 
the occupational description in the DOT. The space after "Alternate File Cotje'^ contains an 
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entr^ only when the ifiiing system being use^ has been adapted to the Worker Trait Group 
structi^re. The -entry indicates where the information can be found in the adapted system. 
' . ^ If;, there are occupationaUbriefs on file, there , is a checkmark after J'WTG File." If there 
is' a reference fo^ the occupation in the Occupational , Owtlook Handbook^ there will be a 
checkmark ^ after **00H.'' EOC stands for ''Encyclopedia of Careers." If there is information in 
the EOC on the occupation, there will be a checkmark. The codes appearing after **Supple- 
^*flterrtary Codes" are used to find information in the Supplementary Section of the File Con- 
tent. NotebooK for audiovisuals and Ibound materials. . (They are explained more fully in 

. - STOP 4.)- ■ ^ ' ■ ^ ■ 

If there is irifoj^mation on the occupation in resources other than the OOH and the EOC, 
codes will be entered, in the space after * 'References." Use these codes to find the references to 
the occupation in the Worker Trait Group Index to Occupational Information. (This index is 
described , in Stop ,6.) Codes entered in the space after "Experience Resources" identif j4 tlie 
'types of experience^ Wailable related to the occupation. If you know the type of experience the 
code stands for- and- have an interest in it^ you can schedule, the .experience with the person 
- responsible. If you do'tiot know what the code stands for, look up the definition on the Experi- 
ence Resources divider in. the Worker Trait Group Index to Occupational Information. You^ay 
also ^ish to see what experiences are available for other occupations belonging to that WgrKer 
Trait Group. These are Iqcated behind the Experience Resources- divider in the Workef^Trait 
•Group Index to Occupational Information. ' 
. Also in the Alphabetical Card File is another type of card. This card cross-references 
alternate or other ' titles to\t,he* Main DOT Title and correct Career . Area - WTG code. The fol- 
lowing is ^ an example of this^card. , 



Alternate '{title 



Main 

DOT'fitle 

c 



- 5 £5 - AlBF DmFTBR 05. 03 




Career Area 
- WTG Code 



O 



STOP 4: file Content Notebook 



ERIC 



The File Content Notebook doritains. a list of the occupatiDnal titles filed in your 
school's CIS. It is orgarrized by •tHei 12 Career. Areas and 66 Worker Trait Groups. 
The Notebook is used to determineVthe titles of occupational briefs and pamphlets 
that have been filed in the CIS. \ ;. . 

! fiO TO STOP 5 
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The File Content Notebook works like a table of content's. It is an outline of what the 
CIS contains. It is organized 1 by the Career Areas -Worker trait Groups. The Notebook has a 
divider for each of the 12 Career Areas and: 66 Worker Trait Groups. Behind each Area divider 
is /a sheet ot paper containing a list of omnibus materials. (These are briefs and pamphlets, 
that contain information about more than, one occupation.) These materials are filed in the 
Vei;ticar,File behind the appropriate Area divider. You .should check this list for ^ additional 
infoi^mation on- the Area-WTG you are. eXplorip^ . . ■ ' ■ 

. . Behind each Group dividet: is d form whic» lists the occupational titles for which there 
is information in the 'CIS. Look at the following sample form, then read the detailed explanation 

. of each column. . ' , ; V • 

■ ■ .' ^ .. SAMPLE ■ -.a]. ^. ^ ■ • 

DOT Area Title ; V. Area - WTG Number 

.i ^ ^ Worker Trait Group Title 



Vertical 

File 
Pieces 


Alternate 
.File 
Code 


Supplementary 
Qode ' 


_f . — 

. .^OT Main Title' 


DOT Code 


; . • 








Ahnmai ScleniiS'b 


00.0(01-011 






















■ * 










!■ ■ 


* 


— ' ■; — : 



Column 1: VERTICAL FILE PIECES. In this column, a tally (-mt) is "kept of the number of 
briefs that are filed in the Worker Trait Group Vertical File for each title. (The Vertical File 
is explained in STOP 5.) The tally shows you exactly how many pieces of inforn^ion to look 
for in the file. 5 T 

Column 2: ALTERNATE FILE CODE. This column contains information when occupational 
materials have not been filed by Worker Trait Groups in the. Vertical File,;. but are" organized 
into a different filing system. If another filing system is being used at your school, your teacher 
or counselor will Explain it to you. , . ' . : 

Column 3: SUPPLEMENTARY CODE. Supplementary Codes are used to indicate the presence 
of information -not filed in the Vertical File. When this code appears in the column, you should 
turn .to4:he Supplemental Section in the baclj of the File Content Notebook. There you will find 
the title ol the material and its location. These resources may be audiovisual or bound materials 
which are stored in cabinefWor on shelves. The supplementary codes are abbreviations of the 
type of niaterial stored, • 

CODE EXAMPLE 

Audiovisual Material 

■ ■ V- 

. Avl, Av2, Av3 

-^Identifying Number Xi'.., 



■ c ■ 
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You can; find' a fail list oft the divider for the Supplementary Section 

of theFile ;cbnteijit!1v^ v V v 

Column' 4: DOT MAIN . JOB tlTLE. This colunnnMs used to . list the main job title as it Is 
^ found in the DOT, Alternate and^ij^efihed Related Titles are not listed. The entries on this 
^fqrm are not in alphabetical order :% aj^^particular sequence. A a new piece of information . 

is added to the filcv the title* is hsted or a ially mark is made. You should scan this column to 

siee what titles are contained in the CIS: r > 

". ■ . • • ■ • ■ ■ f . . ' I 

Goluihn 5: DOT CODE.'The code for each title consists of nine digits as expidined in STOP 1./ 
This code is used to locate)? the occupational description' in the DOT. 

"^The Supplemental Section of the File Content. Notebook has two Divisions: one j^r andio- 
vlsual materials and one for bound materials. The . printed form in each Division contains a 
list of the availabldsaudiovisual or bound materials related to the Area-WorkerJj:rait Groups, 
' The purpose of this se^on is to help you locate these materials in the CIS. Major bou^ji sources..^ 
such as the OccupationahOutlook Handbook and the Encyclopedia of Careers are in a separate 
index (see STOP 6)., . ^ . . . ■ ^ 

, Look at the following example of a form, then read the detailed explanation of each 
column. . % * I , / 




EXAMPLE 



Division Title/Gode 



Supple^nentary 


1 » :— 1 

Title of . Material 


[% Location^/ 


* * 

. Area — WTG Number(s) 


dd I 


S*p Yoci Want be a. ia^jj^'ey 




11.04- 




■ . 'V ■ • ■■ . 


r— — ^— t 






' '■ r~: — " 

: .* ' 

■O i ■ ■' Cs ■ * 













L '-^ — ^ . r 



)reviation. 



Af" the top of the form you'will find the title of the'Divisibri 'and its^ 

Column 1: SUPPLEMENTARY CODE. Tile Supplementary. Code Vis - the abbreviation of the 
division title such^ as Bound and the^dentifyihig' number for the material, e.g., Bd 1, Bd 2, Bd 3. 
The t)6uhd resource would have the refer6nc6^numb^^ it and would be placed in^equence 
with the number. ' 
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Column 2: TITLE OF MATpiUAL.. This toluini* is- used 
or bound material ayailable in the 'CISr Only , tte title of the material is listed..' 

^.^t.-t^ ■■ ■ ■ ■ ' 

Column 3: LOGATJOlsT. This column is used tO' indicate Where the materials are stored, such 
. as Jn a cabinet/on a reference^fiejff 6r^n«the..libra^ ^ - 

Column 4: AREA-WT.G NliMfeEjirS)'. 'i"he^*\^"Gr' numbey(s) for the occupation (s) described 
in the materjais .are recotd^ in^^iig^-cdlucnn. Materials delcribing various occujpations, vviU have 
more thai/l one number recopdpd7fer.e'i|.|Jj belong to different Worker Trait Groups. 
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STOP 5: Vertical File 



Briefs and pamphlets about .a single occitfiation are stored behind the divider 
of the Worker -n-ait Group to which the occupation belongs. To locate information in 
li^use ™ W Trait Group number. Pamphlets about occupations 

belonging to more than one group in the Area (ommbus matewals) may be filed 
behind. the Area divider. 

60 TO STOP 6 



How to Use the Vertical File 

The Vertical File contains 12 Career Area file dividers and 6^ Worker Trait Group file 
dividerl T^e purpose.of the Vertical File is to store occupational briefs and pamphlets^about 
SnSroccupatLns These are placed behirt(^ the>Vorker Trait Group file dividers The Wcj^ker 
Trait Group dividers are in sequence by the Area- WTG number. You should use the File Con- 
S Noi^bLk befoTp using the Vertical File. Look at ^he listing of occupat^^^^^^^^^ 
I^A filP Fnr anv occuoation on which you want information, check the tally marks to see now 
mLy Pieces are in th^^^^^^^ occupations-belonging to more than one group m 

Se GaS Ar^a (omnibus' ma^ may be filed behind the Career Area divider. 



The foUowing sample shows how file dividers, would appear .in the Vertical. File. 



SAMPLE 



01.0^ Performing Arts: Dance 



I 61.0^ Performing Arts: Music 



01.03 Performing Arts: Drama 



01.02 Visual Arts 



01.01 Literary Arts 



01 ARTISTIC 



STOP 6: Worker Trait Group Index to Occupationai lnformation 
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The Worker Trait Group Ind^x to Occupational Information contains information 
on t Jo types^^^^^ occupational information resourc^ 

sSch as Te Occupational Outlook Handbook (OOH) and the Encyclopedia of Carers 
(EOC)! OcLpa^^^^^^^^ titles contained in these resources have been indexed to Worker 

"^"^^ThrsTond type of resource is called Experience Resources. This is information 
'about experTences^at are available to you for learning about occupations. Examples 
wouM te"^^ opteemployed in an occupation who aije willing ^o.^^mvoy^rt^^ 
work experiences where you could do related tasks or observe workers, or visits to 
Tctual woS s^^^^ These resources are listed by Worker Trait Groups. However, you, 
neeTto sched^ these experiences through the person responsible for the career^ 
resources, J 

GO TO STOP 7 



19 



How |6 Use the Worker Trait Group. Index to Occupational Information 



This index contains several sections representing different occupational information re- 
sources fiuch as the Occupational Outlook Handbook (OOH); the Encyclopedia of Careers 
.^(EOC), an^lfee Vital Information for Education and Work (VIEW). Jn additionj it cohtainjs^ an. 
Experience Resources section. • ' '■ \ 

- Each resource section contains a listing of occupations by Worker Trait Group. The occu- 
t)atiohal titles are referenced to the approppate resource publication page, The* purpose of this 
index is tb help you "find additional information related to the Worker Trait Groups you are 
exploring: To use this index, turn to the i^ea - WTG number in one of the sections.^ There y oil 
will find a listing of occupations; the DOT code, and the Resource page number. 

Look at the following sample of ian index page for the Occupational Outlook Handbook 
■XOOH) se'ctiOTl. Then'^read the detailed* explanation f ol-, each colunin. - v • 



SAMPLE 



Areii-WTO 



Area.^ Worker TraiftSroup Title ' 
DOT Title and OOH 1'IUe 



DOT 
Obde 



■ Efvfe 



Q0H 

:i:--Paiie;. 



05 



rtANICAL ,: 
INEERING' ~ . 

Aerbnautlcar Engineer 

OOH Title: 'AerosfJace Engine.er 
Architect " 



\ • •■• • • 



5h 



002.061-014 ■ 329 

* ■■ ■ ' ■ j" 
001.061-010' 691 



■Golamn'l. Area - WTG.No. — these' are the numbers identifying the Career Xrea :and the 
Worker Trait Group. These numbers are the same as those found in other CIS materials. 
Column ■ ■ . '■ ' ■ 

• Area Worker. Trait Group Title — when the word "NONE" appears in this column, it 
meanis that theiresource does TioJ: contain any occupations for this WTG. -' y 

^ •'DOT Title —.the occupational title as listed, and defined in the I^^OT. ' \ 

• OOH Title — the occupational title as used -in" the' OOH. ' , 
Column 3. DOT Code — the nine-digit number used to classify and organize DOT Main titles. 
Column 4. OGH Page — the page number in the OccupatiojAal Outlook H^'hdbook' on which 

■NUiformation about the job title is found. \ ' 

The index also, contains an Experience Resources section. This section contains a listing 

. 01 additional'occupational information resources available to you. These resources include 
workers, work experience sites, and school clubs and activities. To use this listing, locate the 
Experience Resources form behind the appropriate-seetion divider; There^ are forms only for' 
those Worker Trait Groups for which experiences are available. This form contains the occupa- 
tional^title and experienc'e code. This code is explained on the Experience Resources section 
divider. Remember, to schedule these experiences, go through the person responsible for 
career resources. \, \ - 

STOP 7: VVorker Trait Group Guide ' 
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This is the final stop on thi tour. The Worker Tpit Group Guide is siniilar to 
the Supplement to the Dictionary of^Occu national Titles UDOT). However, the Worker 
Trait Group Guide exp^ds upon the information about 12. Career Areas and 66 
Worker Trait Groups. "The guide has been designed to be used with the access mate- 
rials of the CIS such as checklists and ch*ts. Use thh Worker Trait Group Guide' to 
get information about the Career Areas a^hd Worker Trait Group. The Supplement 
to the DOT should only be used to get ar full listing of the occupations^ belonging ,to. 
each group. . ' ' / 

There are two major sections inlnis guide. In addition to the Career Area and 
Worker Trait Group descriptions,^e guide contains appendices. The'' appendices 
expand upon the. information contained in. certain sections of the Worker-Trait Groups 
such as' Work Activities, Work Situations, and Aptitudes. 



> How to Use the Worker ^^^^^ ' 

This guide can be used for exploration or gain ia ; igeheral understanding hi the world 
work. The lolloWing descriptions and ^aniples explain in detail each section, contained in 
'the Worker Trait Group Guide. " f * ^ . 

Carter Areas. The Career Area descriptions, are; general, overviews of what the Worker Tr^it 
Groups iJIfithin each Career Area have in common. The Career Area description first states the 
type of interest Workers in occupations belonging to ' the Qareer Area usually have. Follow- 
ing the interest statement is general information about the Career Area such as work per- 
formed and job settings. EJach description is identified by the two-digit Career JO^a code and 
titie!,.-- . " .-y, . : . . ■ -. ^ ^ 





Interest statement) 



Descriptioo, 




ARTISTIC 



This is anlinterest in creative expression of t^ehngs 
or ideas.^ 

You can satisfy this interest in several pf the creative 
or performing arts fields. You may enjoy literature. Perhaps 
writing or editing would satisfy you: You may prefer to 
work in the performing arts. You could direct or perfj 
in drama, ^usic, or dance. You may enjoy the visual arts. 
You could find a -job as a critic in painting, sculpture, or 
ceramics. You may want to use your hands to create or 
decorate products. You may also prefer to niodel or develop 
entertaining acts. 




Worker Trait Group8^j^^;HTi^ Group descriptions contain general information about 

groups of similar occupations* The descriptions can provide an overview to help you identify 
groups of occupatlonsltb'explore. Xou can use the other CIS materials to obtaiB infonnation 
on specific occupations* ^ [ ■ ^ . N . 

• . The foUo\ying, Worker Trait Group description has been broken into sections to illustrate 
the different kiiWs of inf^rmsition it contains. 




H Worker Trait Groii^numbeiy 



ffisa 



01.01 




^Kiareer Area code 



Indicates position of Worki&r Trait 
Group within Career Area 
. (First) 



Literary arts include prose, poetry, and 
drama. Workers in this group write, edit, 
analyze, or direct the production or public 
cation of some type, of literary art. Com- 
panies which publisji books, . mag&zinest^^ 
greeting cards, or newspapers employ 
workers in this group. Jobs in the literary 
arts are also found in the radio, television, 
and motion, picture industries. Some 
writers are self-employea and sell their 
works to publifihers- 




Titl%of the Worker Trait Group) 



llTERARyARTS 



Brjef general description of the\ ^ 
Worker Trait Group's occupations^ 
^and work settings 



WORK PERFORMED 
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General description of the work per^ 
formed by the workers in the group ofj 
occupations 



Specific description: each task usual^ 
ly Illustrates the work performed in a^ 
dffferent occupation 




What would you do as a worker in this 
group? f 

You would express your ideas through 
creative writing or you would work with 
the writing of others. You would perform 
one or more of the following tasks, 

• Write short stories, poems, novels, or 
plays. 

• Write copy for magazine, billboard, 
radio or televisicm advertising. ^ 

• Write dialogue for radio or television 
programs, or for motion pictures. 
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A summary of the most 
Important^kiHs, abilities; 
and interests needed by 
workers In the group to 
pertorm wdll. . 



WORKER REQUIREMENTS 



' What skilt^ abilities, and interests would help you succeed In this 
kind of work? 

^ To dp this type of work, you should have the ability to leam, 
the skill to perform, and the interest in doing most of the follow- 
ing kerns. Not all items are important to every job. 

Express original ideas/ or interpret .the ideas of others 
/ ^ through writing^/ ^ r 

• Analyze writings for form, style, plot, and artistic value/ 

• Know the rules of grammar and have a large .vocabulaiy, 

• Edit or critique the v^T^iting of others. *^ 

• Create advertising copy that will attract readers, viewers, 
or listeners. * ' * / v 

• Plan and direct the work of a staff.bf ^w^ 



A list of questions to 
hielp you decide If you 
have or cian develop the 
skills, abilities, and in- 
terests related to the 
group of occupations. 
Your personal exper- 
iences can help you 
ansNVer the questions. 



CLUES . 

Do you have or can you develop these skills, abilities, and 
interests? . . . ;^ 

Your answers to the following questions will help you decide. 

• Have you written book reports? Do you enjoy reviewing the 
writing of others? - . 

• iHave you written an original story? Can you create char- 
acters, and situations that interest and entertain others? 

— Have you written poems? Do you enjoy reading or writing 
poetry? ' - 

• Hav§ you edited or written feature articles for a school 
paper or yearbook? 

• Have you played word games or solved crossword pusszles? 
Do you have a large vocabulary? " ■ 



ERIC 
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PREPARATION ^ 

How can you prepare for and enter this kind of work? 
Jobs in this field require exteinsive writing experience. Working 
for the school newspaper or yearbook can help jyou gain writing 
experience. Writing assignments in' English and journalism 
courses can also hdp you gain it. Community colleges and uni- 
versities offer programs that help prepare for this work. Courses 
in English and cre§itive writing develop important skills. Courses 
in art, music, or drama help critics in these fields gain the needed 
knowledge and background. Editing jobs require several years 
of writing experience. 1 " \ 

Self -einployed writers often use literary; agents to help them 
find publishers. These agents make sugge^bns about ^writing 
topics and style. Publishers may hire free-l|fnGe writers to write 
-about a certain subject. To be hired, writers should frequently 
^submit writing samples to magazines and other, publishers. Sqme 
employers require sampiles of published vytiti^^^^ 



The training and: ex- 
perience worker's need 
to enter the occupations 
in the group. 



OTHER CONSIDERATIONS 

What else should you know about these jdbs? 

^Most^ new workers in writing sjtarjt with routine assig^i|hents 



Additional information 
you would need to con- 
sider 



such as proofreading. Few newcorhers are employed^ag creative ^ ; 
"Writers, . ' ' ^ ■ ' 



' QUALIFIQATIONS PROFILE 

" ■ ' r ■ ■ 

The following information is A summary of the traits and 

qualifications related to the workers in this group. As yoii read ^ 
it, try to relate your own interests, abilities, aptitudes, and prefer- 
ences to these worker traits. 



ERIC 
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How to use the Qualifica- 
tions Profile section of 
the Worker Trait Group 
descriptroh 
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See Appendix A of the Worker Trail 
Group Guide for detailed work activl 
ty descriptions 



WORK ACTIVITIES % 

Workers gener^y prefer the foUpwdng 
types of work activities. 

5. Activities resulting. in recognition or appre.ciation from 
others. 

6. • Activities involving the communication of ideas ;and 
Information. 



8. Activities involving creative thinking. 



See Appendt)rB of the Worker Jrait 
Group Guide for detailed yyrork situa- 
tion descriptions 



WORK SITUAIIDNS • 

.... g 

' Workers are willing to adjust to the 
tollowing types of work situations. 
3. Planning and direrting af! entire activity. . 
_^4. Dealing with people. \ " \ 

5. Influencing people's opinions, attitudes, and judg- 
ments. 

7. Making decisions using personal judgment. 

9. Interpreting and expressing feelings, ideas, or facts. 



WORKER FUNCTIONS 



See Appendix C of the Worker Trait 
Group Guide for detailed Information 
on worker functions 



These may be the most diffiGult func- 
tions workers perform when dealing with 
_^ data, people, and things. 

Low_ Avg. High 
DATA □ □ ■ ■- Synthesizing 

-^PEOPLE p □ □ - Speaking/Signaling 
THINGS - S □ □ - Handling • 



PHYSICAL DEMANDS 



ERIQ 



See Appendix D of the Worker Trait 
Group Guide for detailed descrlp 
tibns of the physical dertiands 



Workers must be able to perform the 
following types of physical activities. • 

S Sedentary work. / 

5. "talking and/or heaTlng. 

6. Seeing. 
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WORKING CONDITIONS 



Wbrkera need ta adjust to the following - 



physical surroundings and working con-^ 
ditions. ■•• 
I Inside. 



See Appdridfx E of the AyorkeA Trail 



Gr6up Guide for detal 
tions of the.viprking con 



id descrip- 
litions . 



APTITUDES 

These levels of aptitudes (ability ° to 
learn) are related to the average success- 
ful performance of workers in this group, 
Levels are rated on a 5 to 1 scale. 

. Aptitudes Levels 

Low to Higti 
5:4' 3 2 1 

ff- General . 2-1 - 

V-Verbal ' 2-1 



I. 



See Appendix P of tfie Worker. Trait 
Qroup Gulde^for aptitude definitions 



GENERAL EDUCATION,^ 
DEVELOPMENT (GED/ 

GED is the general level of learning, and 
reasoning acquired through -schools, ex- 
perience, or self -directed study. There are 
six GED levels, ranging from the most 
complex (6) to the simplest (1,) . The fol- 
lowing statement e^lains why these 
workers need the GED level 5. 

Workers apply logical thinking to express ideas^through 
creative writing. They collect or interpret information. They 
may use their'creative ability to edit or guide'the work of 
others. These workers deal with abstract concepts'such 
as styles and symbols. They also work with reference 
materials and typewriters. 
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See Appendix G bf the Worker;iTralt 
Group Guide for the GED leV0I defini- 
tions V * ' 



Specific descriptibn illustrating the 
Worker Trait Group GEO level 
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PREPARATION AND TRAINING 

Workers usually gain the competencies 
ancl credentials they need, to enter or ad- 
vance to occupations in. this group through 
formal education and. training programs or 
through work experience. / » 

Entry and Advancement Information 

. E - To enter some occupations workers only need ^he 
required competencies and credentials, 
A -To advance to some qfctupations workers not only 
need the required ^competencies and ' credentials 
. but also related work experience. 

" Related Formal' Training Programs 

Workers usually gain the competencies 
and credentials they need to enter occu- 
pations in this group in the following ways- 

C - College studies in English, literature, or compo- 

• sition. ' ' '\ ■ 

T - Studies :in English at the community college level. 
NR-Some occupations in tbis group have no related, 
formal education or training programs. - 



training Time 

Occupations in this group may require 
from 2 years up to and oyer 10 years. 
(StP7,8,^). 

Related High School Level Courses 

The following high schoot courses are 
'helpful in preparing for the occupations 
in this group. \ 

Important Courses 

• Courses required for entrance to post high school 
formal programs. - 

• Language Skills, Literature, Comiiosition. 

■ ■ • ■ . 

■ ■ ,. V 

^ ■ » . : * * _ 

Helpful Courses 

• Music, *Drama. V " 



This section describes the different 
ways by which people can prepare for 
the group's occupations* See Appen- 
dix H for detailed information. , 



OCCUPATIONS IN LITERARY ARTS 



CopyWritv 
Critic 

EditorpBook 

Editor, Film 

Editor, Publications . 

EdKorialWritar 

Playwright 

Producar 

Writofp-Prosa, Fiction and Nonflctton 



Selected list of occupa- 
tions belonging to the 
Worker Trait Group. Ad- 
ditional information and 
a cbmptete listing of 
these occupations may 
be found in the Dic- 
tionary of Occupational 
Titles (DOT) and its Sup- 
plement. See Appendix I 
of the Worker Trait 
Group Guide for more in- 
formation. 



131.067-014 
131.067-018 
132.067*014 
962.264*010 
132,037-022 
131.067-022 
131.067r038 
187.167-174 
131.067-046 





Thesis numbers indicate 
the specific worker tunc-; 
tions (data / pebpte / 
things) of . the occupa- 
tion. See'Appendix C of 
the W orker Tra it Group 
Guide for details- 



Worker Trait Group Guide Appendices. The appendices contain detailed information concerp- 
ing the factors in the Qualification Profile such as Aptitudes, Work Activities, and Work Situ- 
ations. In addition, one of the appendices explains how to use the Dictionary of Occupational 
Titles/^- ■ . ■ ■ ■ \' ■ 




Worker Trait Group Digest \ 



01. ARTISTIC 

/ This is an interest in creative expression of feelings or ideas. 

You can satisfy this interest in several of .the creative or performing arts fields. You may 
enjoy literature. Perhaps writing br editing would satisfy you. You may prefer to work in the 
performing arts. You could direct or perform in drama, music, or dance. You may enjoy the 
visual arts. You could find a job as a critic or creator in pairiting, sculpture, or ceramics. You 
may want to use your hands to create or decorate products. YouTnay eOso prefer to mpdel or 
develop entertiaining acts. , - 

: : : V • 01.01 LITERARY ARTS y 

" ' ; Literary arts include prose, poetry, and drama. Workers in this gi;oup write, 
edit, ^alyze, or dit-ect the production or publication of some type of literary art. 
^ Companies which l^blish books, magazines, greeting cards, or newspapers^ employ 

■ ■ ■ .workers in this groMp. Jobs m the literary arts are also found in the radio, television, 
.« and motion pictui« industries. Some writers are^^s^^ 

■Vy ..pUbUshers^' ; ' y'-V " ' . ■ . 

-y •^y^yy.yy-- £. 'Om^VISUAL ARTS;" : r . ' ' ' - 

.Visual' Wsvincib^^^ 

' desi^. AclVertising agencies, printing and publishing firms, , art schoolSj and depart- 
^.. ' ment st^ires employ visual artists. Television and motion picture studips and indus- 
" tried fl& also employ these workers. Some artists, are; self-enjployed. They may 

■ ; t^ach oj riiay-seU th^^ 

: f y y 01.03 rapQRiyii^^ arts: drama ^ 

* ibraraa, ' as used here, ^Includes plays^ mu?icals, readings, paflSbmimes, and similar 
performances. Tasks ih this group include performing, teacWng,;and dir^ting. Radio . ' 
stalionsj television aMd motion; picture; fstudios, and theater§;.ejmploy workers in this ^ 
grbup; Schools and 

'■0- '. \. ,| : :01.04t';- PERFORMING -ARTSf MUSiC . ^ y. 

- ^1113^0^3:8 used hei^; ind^^^^ singing, ■ arranging, and . 

' composing. ■Teachi^ arfe also included. Workers in this 

:■ "feroup can- find jbbff /in theaters, vtelevision . aiid radip stations, concert halls, . or 
whetever music^^is perfotiiiecl. iSchools; and coliegesi recording' studios, and niusic , 
publishing companies ^ploy these ; w^^ 



01.05 PERFORMING ARTS: DANCE r 

Dance, as used here» includes coTftE>QSxn^ performing, or t^ching rhythnuc 
^ body movements. Television and nriovie studi^^^^^ theaters; and niglif clubs employ 
wbfkers in this gtoup. Schools and colleges may also employ these worlcers, 

' ■• ■ . \' ■ , ^ o '. ' " ■ ■ 

01.06 TECHNICAL ARTS . 

Technical 'arts Includes graphics^ handcrafts, and product decoration. Worlcers 
in this group use materials such as wood^ stone, clay, metal^ and gemstones. Indus- 
tries Such as printing and publishing, map making, taxidermy/ and jeweliy employ 
these! workers. Companies making furniture or ceramic tiles also have jobs in tftis 
group. Some wpr^rs are self-emplo^ed^and sell their own products. ^ 

I 01.07 AMUSEMENT 

Amuseftient, as used here, includes performing an act to entertain people in'a 
setting such as a carnival. Workers attract people's attention by ishouting, gesturing, 
or wearing a costume. C£u:Tiivals, street fairs, and amusement parks often employ 
these workers. ■ ^ 

:01.08 MODELING' - 

Modeling involves appearing before a camera or an audience with no speaking; 
assignment. Workers show how clothes and jewelry look when worn, stand in for' 
movie performers, and pose for artists. Stores, motion picture studios, and artists' 
and photographers' studios employ these workers- 

02. SCIENTIFIC 

This is an, interest in researching and collecting data about the natural world and applying 
. them to problems in medical, life, or physical sciences. 

You can satisfy this interest by working with the knowledge and processes involved in 
the sciences. You may enjoy to research and develop new knowledge in mathematics. Perhaps 
solving problems in the physical or life sciences would satisfy you* You may prefer to study 
medicine and help humans or animals. You could work as a practitioner in the health field. 
'You may want to work with scientific equipment and procedures. You could' seek a job in 
research or testing laboratories. 

V 02.01 PHYSICAL SCIENCES 

Physical sciences are based orj mathematics, physics, and chemistry. Workers 
in this group research, discover, iand test new theories. Some workers research new 
or improved materials or processes for production and construction. Other workers 
research such fields as geology, astronomy, oceanography, and computer science. All 
of the workers' conclusions are based on data that can be measured or . proved- 
Industries, government agencies, or large universities employ most of these workers 
- in their research facilities, * • ^ 

02.02 LIFE SCIENCES ' 

Life sciences are the studies of plants and animals. Workers in this group coni 
duct research and experiments to expand knowledge about Uving organisms.. Wo 
^ / ,may' try to solve problems related to the effects of the environment -^on. plant and 
' O ^ animal life. They may study causes of diseases and methods of control, 'Hospitals, 
ERJC government agencies, indttstries, or universities usually employ these workers in their 
research facilities, ^ 



• 02.03 MEDICAL SCjENCES 

' Medical sciences involve the prevention, diagnosis, and treatment of human and 
animal diseases, disorders, or Injuries. Some workers in this group specialise in treat- 
ing specific kinds of iUnesses or areas oi the body. Doctors, dentists, veterinarians, 
ind other healthy workers usually vfork in hospitals or clinics. 

. ' 02.04 UBORATORY TECHNOLOGY 

Laboratory technology involves using -special equipment to perform tests in 
chemistry* biology, or physics. Workers in this group record data obtained from 
experiments and tests. They, help scientists,-' researchers, and engineers ' in their 
work. ^Hospitals, government 'agencies/ 'Universities, and private industries employ 
■ these workers in their research laibs. , 



03. NATURE 



/ 



This is an interest in acti^ties involving the^hysical care of plants andanimals, usually 

in an outdoor setting, • 1*^*1^ 

You can satisfy this interest by workhig in farming, forestry, fishing, and related fields. 
You'may like doing phjtsical work outdoors, working on a farm. You may enjoy animals. Per- 
haps training or taking care of aninmls would satisfy you. You may prefer to use your manage- 
ment abilities. You could own, operate, or manage^^farms or related businesses or services. 

.-■ ■ ■ " . , ■ ■■ ■- -.a .. > • ■■ ■'. ' { ■ - ■ .['■-■■ ■ ■■ : . 

, 03.01 MANAGERIAL WORK: NATURE 

Managerial work: nature is the managiiig and directing of work in farming, 
logging, or forestry. It includes fish and animal breeding, landscaping, and ranching. • 
' Some workers in "this group own and operate their own farms or related businesses. 
Private bwners, large conipanies, and the government also employ workers in this 
- group. Managers often do physical work vvith the people they direct. Job settings 
^ include farms, ranches, landscape nurseries, ^.fish hatcheries, and forests.- ^ 



; 03;02 GENERAL SUPERVISION: NATURE 

General supervisidri: riatuJe is overseeing' several, kinds of work in farming, fish- 
ing, or forestry:- Workers in tffis group usually work under a general manager;. Job 
settings include farjns, ranches, landscape nurseries, fish hatcheries, forests; and fish- 
ing boats. ' ' ■ * ' ■ 

[ 03.03 ANIMAL TRAINING AND CARE 

Animal training and care include the feeding and taking, care of animals used 
for various purposes. Animals are trained to entertain or be of service to people. 
Many dogs, cats, birds, an^ fish are .raised and sold as pets. Wild animals, marine 
. animals, horses, and dogs are trained to perform or to race. Dogs are trained to lead" 
- the bHnd or ^otect people and . property. Small animals are raised for medical 
• research. Animal shelters, zoos, circuses, and pet shops employ workers in this 
group. Race tracks, medical labs, marine animal sho^vs, arid animal trainmg schools 

also employ these workers. \ , , • . , ' ^ . , ^ j • 

yeteriharians and jobs related to the caring of farhi animals are not included m 

this group. . 2't ■ •.. ■ 



. • ' . 03.04 ^ EliM'ENm WORK: NATURE . 

Elementsil wbrk: nature iijyblves the lus6;°of physical strength and energy to do 
things S)i?£th your hands. Work |n, this 'grpup ofrjebs is usually done outside. These jobs 
are found on ^a^s, fishing boats; 'dr aOgpg-l^shing waters. Workers in this group may 
also flhd jobs in fbrlsts/parks, gafdens/'or 

-i--, ■ - ■■ ■ r". ^ -• ,■■'''•,,.-0 - ... 
This is'an interest in Using authority tb protect people and property. * 

You can j^ktisfy this interest by NworMng-iij,^l^^ enforcement, fire > fighting, and related 

fields. You inay enjoy mental chali^hge aSid intrigue. You could investigate crimes or fires. 

You may prefer to fight fires arid respond- to other, ^emergencies. You may want more routine 

work; Perhaps a job in;) guarding, or patrolling would satisf-y you. You may prefer to use your 

management ability. Youl could seek leadership positions in law-enforcement and the protective 

services. ^ • " , 



04.01 SAFETY AND LAW ENFORCEMENT 

Safety and law enforcement is the enforcing of rules concerning public welfare 
and safety. Most Jobs in this group are in governmer^ervices. Police departments, * 
fire departments; and sii^iilar agencies employ many workers. Bupipesses offer a few ' 
- job openings. 7 : 

^ ^ 04.02 SECURITY SERVICES 

Security services keep people- and property safe from unlawful acts or from such 
hazards as fires or accidents. Many jobs in this group are found in government ser^ 
vice. Hotels, stores, resorts; ahd industries may hire workers in this group. 



05. MECHANICAL : 

This is an interest in applying mechanical principleis to practical situations,' using, ma- 
. chinesj hand tools, or techniques. ^ 

; You can satisfy this interest in a variety of work ranging from routine to complex pro- 
fessional jobs. You, may enjoy working with ideas about things. You colild seek a job in engi- 
neering or in a related technical field. You may prefer to deal directly with things. You could 
find a job in the crafts and trades, building, 'making, or repairing things. You rriay like to drive 
. or operate -vehicles and special equipment You may prefer routine or physical work in settings 
other than factories. Perhaps -work in mining or construction would satisfy you; ' 

V \ ^' 05,01 ENGINEERING ' 

Engineering is the use of science and mathematics to solve problems in construc- 
tion, manufacturing, arid other industries. Factories, construction companies, mines, 
' oil fieljis, and researx±i labs employ workers in this group. ■ 

■ERIC":-'-. ■ ■ . .•• ■ 2n 



/ 05.02 MANAGERIAL W^^^ 

Managerial work: mechanical is the directing of technical operations in an indus- 
try, utility, or government agency. Jobs in this group af-e found in such fields as min- 
ing, Construction, commutiicatibns, manufacture, transportation, and fuel production. 

05.03 ENGINEERING TECHNOLOGY 

' ' ■J 

Engineering technology is the technical detail work required to apply engineer- 
ing ideas. This work includes surveying, drafting, and engineering technology. It also- 
includes controlling the flow materials to mfeet production schedules. Factories, 
construction cqmpanies, architects, engine^ng^flTTns, and research labs employ 
'workers in this group. 

05.04 AIR AND WATER VEHICLE OPf^ATIpN 

Air water vehicle operation is the moving of pa^engers or cargo by plane or 
iship. The workers included \n this,group pilot airplanes ships or supervise others 
who. do. They work for shipping companies and commercial airlines. Companies and 
people who have their o\yn . boats or airplanes also hire these workers, WbrkersMn 
this' Tgroup travel to many ports or aieborts in the world. * 

05.05 CRAFT TECHNOLOGY 

Craft te.chno.l6gy is highly -BkHled. custom hand and machine work requiring 
.mastery of a process .or technique. Food preparqttion is' also included in this group. 
Industries such as construction and printing employ workers in this ^group. Some 
workers provide mechanical services to^ people and businesses. Large restaurants hire 
some of these workers to oversee food preparation. , 

. ; ' 05.06 SYSTEMS operation' 

Systems operation, is the control arid care of equipment in a mechanical system. 
The system 'may create and distribute electricity, heat and; cool a building, or treat 
and distribute water. Jobs in this group are: found in oil fields, refineries,* utility 
companies,, and large , buildirigs, * / 

^ , 05,07 QUALITY CONTROL 

/ Quality control: is inspecting and checking equipment, materials, and products 
in settings other than factories. Work may involve measuring or testing raw mate- 
terials tO: check whether quality standards are met* Workers in this grojip are* em-' 
ployed in such settings as mines, loading docks, quarries, warehouses^ oil fields, and 
construction sites. _ ^ 

05,08 LAND VEHICLE OPERATION 

Land vehicle operators drive- freight hauling vehicles or supervise others who 
do. Railroad companies, trucking firms, and delivery .services employ workers* in this 
group. Companies which own and operate freight carriers for their own, use also hire 
these workers. Jobs in this .^oup are scatteried throughout the country. , 



■ ■ • ■ ■ ■ ■ - . ■ ^ ^ ■ 

05.09 MATERIALS CONTROL 

Materials control is the shipping, receiving, and storing if materials and prod- , 
ucts. Workers count the products, keep records, and niake sdnedules to control the 
flow of materials. Firms which make, sell, distribute, or receive large quantities of 
materials or products employ .these workers. Jobs in this, group are also found in. 
hospitals and government agencies. 



05.10 SKILLED HAND AND MACHINE WORK 

Skilled hand and machine work, , as used here, is custom work requiring some 
knowledge of processes and techniques. Food preparation is' also included in this group- 

The construction and mining industries employ workers in this group in settings 
other than factories. Firms which repair, install, and maintain products also employ 
these workers. Hotels and restaurants hire workere who prepare foods. 



° 05.11 EQUIPMEIjJT OPERATION , 

Equipment operation is the use of machinery for excavating, drilling, paving, 
mining, hoisting, or dredgfeig. 

Jobs'^ in this group are found in mining and construction sites, factories, ware- 
houses,- and docks. « 



05.12 ELEMENTAL WORK: MECHANICAL ^ 

• Elemental. work: mechanical is lifting, and ca^^ tools, and equip- 

' ment or keeping equipment and work areas clean. Some workers • operate simple 
machines. Workers in this group usually follow instructions and' make a few job ^ 
decisions* Jobs in this feroup are found in mining, construction, and settings other 
than factories. . 

■• , ' • ' '" ' ■ ■ • 

i 06. INDUSTRIAL 

This is an interest in repetitive, concrete, organized activities in a factoi^ setting. 

You can satisfy this interest by working in numerous industries which manufacture 
goods on a mass production basis. You may enjoy manuaf work, using your hands or hand 
t^ols. Perhaps you may prefer to operate or t^nd machines/ You may lilfe to inspect, sort, 
count, or weigh products. You may prefer to use your training and experience to set up ma- 
chines or supervise other workers. . ^ ' " - ^ 

^ 06.01 PRODUCTION TECHHOLOGY 

; Production technology involves a complex knowledge of a product or process to 
seft up arid operate production machines. Workers in this group also inspect, projii* 
ucts thoroughly, do precise hand work,< and supervise less iskilled workers. Jobs in this 
group are found in various industries involved in manufacturing and processing. 
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* 06.02 PRODUCTION WORK • 

■ Production vwork is hand and machine - work requiring skills developed through 
tritining and experience. Workers in this group also perform a general inspection of 
products and supervise production, workers. Jobs in this group are found in manufac- 
turing and processing plants. 

06.03 PRODUCTION CONTROL 

Production control means to regulate the quality of i^roducts and materials. 
Workers in this group inspect, test, weigh, or sort produrti^ and materials! Some 
workers also record data. Jobs in this group are found in raanuf acturing and pro- 
cessing plants. > 1 



06.04 ELEMENTAL WORK: INDUSTRIAL 

, Elemental work^: industrial is routine work requiring little training • or experi- 
ence. Tasks include loading and unloading machines as well as using simple hand toojs. 
Jobs in this group are found in manufacturing and processing plants. 

■ ■ . ■ . ■ ■ . • . ■ ■ 

07. BUSINESS DETAIL / 

This is an "interest in activities requiring accuracy and attention to details, primarily in 
an ofHce setting. J, 

You can satisfy this interest in a wide variety of jobs in which you can attend to the details 
of a business operation. You njay enjoy using your math skills. Perhaps a job in billing, c5m- 
puting, or financial record keeping would satisfy you. You may prefer to deal with people. You 
would seek a job in which you meet the public, talk on the telephone, or supervise other work- 
ers. You may like to operate computer terminals, typewriters, or bookkeeping machines. Per- 
haps a job in record kee^ng, filing, or recording would satisfy you. You may prefer to use your 
training and experience to manage offices <and supervise other workers. 



07.01 ADMINISTRATIVE DCTAIL ' 

Administrative detail is technical clerical vvork requiring special skills and knowl- 
-edge. Workers in this group make minor decisions related to office operations. Jobs 
in this group are found in the offices of businesses, industries, courts, and government : 
agencies. Doctors, lawyers, and Other pr.ofessionals also hire these workers. 



07.02 MATHEMATICAL DETAIL 

Mathematical detail is clerical work using^ arithmetic skills to process numerical 
data related to a business operation. Work involves figuring and keeping records of 
quantities, costs, and- charges. Jobs in thi&v^oup are found in businesses, industries, 
and government agencies.. Banks, finance companies, and accounting firms hire many 




of these workers. 
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07.03 FINANCIAL DETAIL 

> ■ • • 

Financial detail is work requiring math skills as well as an ability to deal with 
the public. Workers in this group also keep repords and supervise the work of others. 
Jobs in this group are found where money is paid to or received from the public. 
Banks and other financial institutions also employ workers in this group. ^ 



O7I04 INFORMATION PROCESSING: S 

Information processing, as used here, is speaking with people as a main job task. 
Some workers in thjs group use telephones, radios, or the telegraph. Businesses, insti- 
tutions, and government agencies employ most of these workers in their offices. 



07.05 INFORMATION PROCESSING: RECORDS 

Infqrmation processing, as used here, means to compile, review, or maintain 
records. Workers nn this group. also schedule workers and check records for accuracy. 
Jobs in- this group are found in most oflBces, institutions, and government agencies. 



^ : 07.06 CLERICAL MACHINE OPERATION 

Clerical machine operation involves the use of business machines to record or , 
process data. These machines are used to type, sort, compute, send, or receive data. 
. These jobs are found wherever large amounts of' data are processed, sent, or rppeived. 
:Businesses, indi4^tries, and government agencies employ most of the workers in this 

07.07 CLERICAL HANDLING 

- Jobs in this group involve performing clerical duties requiring little specific 
preparation or"^ skill. These duties are to file, sort, copy, route, .or . deliver data. Most 

large businesses, industries^ and government agehcies employ these workers. 

■• 1 •. . . ■ ' ■ " . . . ' 

,. * ' . . . ' ' ' ■> ' 

08. PERSUASIVE V v 

" . ■ . , ■ ■ " 

This is an interest in influencing others through sales and promotional techniques. 
• You can satisfy this interest In a wide variety of sales jobs. You may enjoy selling tech- 
nical products or services. Perhaps you may prefer a selling job which requires less background 
knowledge. You may enjoy dealing with business and industrial workers. You could seek a job 
in wholesale sales. You may like to deal with the general public. You could work in stores, 
sales ofl&ces, or in customers' homes. You may, prefer to buy aiid sell products to make a profit 

08.01 SALES TECHNOLOGY 

Sales technology is the selling of technical equipment such as industrial ma- 
chinery. Jobs also include the selling of insurance and services. Some workers, in ' 
this grpup biiy as well as sell. Wholesale, service, insurance, and other private firms 
employ workers in this group* 



08.02 GENERAL SALES 

.General sales are the selling of products or' services to businesses, industries, 
■or persons. Jobs in this group are found wherever there is contact with people for 
Mhe purpose of selling. Settings include retail and wholesale stores and businesses. 

08.03 VENDING 

■Vending is the peddling of inexpensive items in public buildings, at public gather- 
ings, or on street corners. Most jobs are found in restaurants, clubs, or sports arenas. 



09. ACCOMMODATING 

This is 'an interest in catering to and serving the desires of bther^usually pn a one-to-one 
basis. ^ ' , f 

You can satisfy this interest by providing services for the convenience- of others.. You 
may enjoy making others feel at ease by providing hospitality services. Yoii may prefer to 
improve the appearance of others. Perhaps working in the hair and beauty care field would 
satisfy you. You may. like -to • provide personal services such a^ taking tickets, carrying bag- 
gage, or ushering. 

09.01 HOSPITALITY SERVICES 

Hospitality services help people feel at ease and enjoy themselves. These services 
may involve planning and directing social events or guiding people through museums, 
citiesi or countries. Airline, railroad, ship, and escort companies, as well as resorts 
; and hotels, employ workers in this group. Jobs 'also can.be foUnd in social clubs. 

09-02 BARBERING AND BEAUTY SERVICES 

:;Barbering and ,b^^^ are intended to change or improve personal 

appea^ahce^B2lrberi^^^ facial massages, scalp treatments, 

and shaves. Beauty service includes the care of skin and hair. Barber and beauty 
shops jeriiploy workers in this group ■ Some workers ovra and operate their own busi- . 

nesses.'; " . , 



09.03 PASSENGER SERVICES I ; 

Passenger services are the transporting of people by bus, taxi, hmpusine, ^r 
other vehicle. The workers included in this group drive such vehicles or instruct an^ 
• supervise those who do. Taxi, bus; or street railway companies hire most workers in 
■ this, group. Some workers are erhployed by hospitals, Others work for branches of 
local ; government, such as public schools. 

09.04 CUSTOMER SERVICES 

Customer services involve providing people with various service^ in commercial 
settings. Tasks usually include receiving payment and^aking change for the ser- 
vices rendered. Hotels, restaurants, resorts, and stores employ vi^orkers in this group. 
. Some of these jobs are f^und on board trains, airplanes, and ships. . 



09.05 AHENDANT; SERVICES ^ 

Attendant services are tasks performed for the connfort and convenience of other 
people. Attendant i^ervices take place in a vaijiety of public and private settings. These 
, settings include hotels, restaurants, athletic clubs, gambling casjnos, reducing salons, 
•and private homes. Airports, theaters, and sports arenas may employ these workers* 

10. HUMANITARIAN ' / 

i ■ ■ ■ - . ■ ■ 

' This is »an interest in helping individuals with their ihental, spiritual, social, physical, or 
vocational cbncems. \ ^ 

, \ You can satisfy this interest through jobs in wRfith a concern for the welfare of others is 
iinportant. Perhaps the spiritual or menjtal well-being of others^pncerns you. You could seek a 
job in religion or counseling. You may prefer to helfJ others with physical problems. You 
coiild work in the nursing, therapy, or rehabilitation field. You ^ may like to. provide needed 
but less difficult care by working as an aide, orderly, or technician. 



r 10.01 SOCIAL SERVICES 



\ S6cial services help people, either :one person at a time or in groups. Workers in 
this group help people solve both day-to-day and special problems. These problems 
may 'be related to a person's social, personal, vocational, educational, or religious 
development.^ Churches, schools, guidance centers, and mental clinics employ these 
workers. Agencies such as welfare, employment, vocational rehabilitation, and juve- 
nile court also offer jobs in this group. - ^ 

■ * ■ r ■ . ■ ; . 

■ -. ■ , ■ ■ ' . 

\ ■ ■ * . , ■■ . 

i 10.02 NURSING AND THERAPY SERVICES, 

Nursing and therapy services involve caring for and treating people to proniote 
their physical and emotional well-being. Most- workers in this group are concerned 
with ill and injured people, jrhey also care for and treat people with physical handi- 
caps. Some workers train or supervise . others engaged in the care and treatment of 
patients. Hospitals, nursing homes, and rehabilita,tion centers hire workers in this 
group. Schools, industrial plants, doctors*- offices, arid private homes also offer these 

.jobs.. "/■ ' _ ■ 

10.03 CHILD AND ADULT CARE 

* Child and adult care involves assisting in the physical care or welfare of others* 
Some \workers assist in the 6are and treatment of the sick, injured, ^ or physically 
handicapped. Other workers mainly care for young children or the elderly. Hospitals, 
clinics,^ day care centers, ' and nursery schools hire workers in this group. Treatment 
centers for the handicapped mid private homes also provide jobs in this group. 



11. SOCIAL-BUSINESS —> 

This is an interest in leading and influencing others through activities involving verbal 
or numericall abilities. : ^ 

You can ! satisfy thfs interest through study . and . work . in a ,wide viariety of professional 
fields. Yhu may enjoy the challenge and responsibility of leadership. You could seek- work in 
administration or management. You may prefer to work with technical details. You could find 
a job in finan!ce, law, social research, or public relations. You may like to help others learn. 
Perhaps working in education would satisfy you. 



11.01 MATHEMATICS AND STATISTICS 

Mathematics and statistics involve working with numerical data and computer 
systems. Workers in this group apply theories in mathematics to solve problems or 
conduct research. Colleges, firms, and government . agencies' which use .computers or 
conduct statistical research employ these workers. 

11.02 EDUCATIONAL ^/d LIBRARY SERVICES 

Educational and library services include teaching, counseling, and library work. 
Job 'settings are schools, colleges, libraries, .and other educational agencies. 

11.03 SOCIAL RESEARCH ^ / 

Social research is the .study and analysis of inforrnation about people arid societies. 
This work may include researching past events an^ cultures or studying and solving 
current social problems. Museums, schools and colleges, government agencies, and' pri- 
vate research foundations employ workers in this group#^ 



ll.()4 LAW / >f • .; 

Law, as, used here, involves applying the knowledge of laws to advise people- and 
businesses on their rights and obligations. Workers in this group define the meaning. 
:of laws to use it in courts of law, hearings, and Business activities. Law firms, govem- 
meht agencies, private biisinesses employ these workers. Some workers may be "self: 
employed and have- their- own practice. Others may be elected or appointed to public 
offices. ;. ' 

' ' ■ ■ . ■ ' ' ■' ' ■ ■■■ ■ ' ■ " ^ .. . ' . ■ •.- 

* ]1.05 BUSINESS ADMINISTRATION s 

Business administration ' is the management, ol^a public, agency .pi: private busi- 
ness. Workers in this group develop operating procedures, analyze * problems, and 
superi'ise workers. Businesses, industries, government agencies, unions, and profes- 
sional groups employ these workers. 

■ V :;i|li^FiNAi^CE 

Finance involves the design, and' control J)f fijiancial. records and tte analysis 
of financial data. Workers in this group check (financial record keeping sjtetems for 
accuracy and supervise the work, qjf others.. BahkSj loan companies, and -investment 
'firms employ these workers. Businesses, industijies, colleges, and government agencies 
also hire these workers for theirvfinancial sery^s. ^ . _ ; 

' ^ ■ 41.07 SERVICES ADMINISTRATION V .. 

geirvices administration is. the management of agencies which provide health, 
welfare, education, or recreation services. Workers in this group usually supervise 
others who carry out th^ functions of a specific service. Schools, colleges, hospitals, 
prisons, corhmunity programs, and government agencies employ these workers. 




^1.08 COMMUNICATIONS 

X eommunications include the writing, editing, and translating of nonfictfonal 
information. Some workers also rekd news reports on radio or television. ^ 
NeAyspapersK publishing firms, and radio and television stations empfby these 
workers^ Businesses, government agencies, an4 professional groups usually provide 
some openings. . ^ 



11.09 PROMOTION 



Promotion involves advertising prdducts or s&rvices, raising money* or influencing 
the opinions of others. Some workers inrthis group deal directly ^yith the public. 
Advertising agencies, businesses and industries, colleges, unions, professional groups, 
and government, agencies employ these vvorkers. 



11.10 REGULATIONS^NFORCEMENT 

. Regulations' Enforcement is the enforcing of laws about finance, people's rights, 
health and safety/ and similar matters. However, workers in this jgroup are not part 
of a police force. These workers examine procedures; products, and services to assure 
that government regulations . are followed. Most joliis in this *group are f ourfd in gov- 
ernment agencies. Businesses also hire * workers in this group to enforce company 
policies. . ^ ; ■ 

. 'V- ' . . .■ / . ■ y: ■ ■,\..- ■ ■ ,'■ . 

^ ILll BUSINESS MANAGEMENT^ , , 

Business management fneans-to direct the' activities of .a eompanjj or a. store, 
^ orkers in this group .carry out operating* policies and procedures^nd supervise 
others. All types of businesses, employ these workers. These businesses include hotels, 
recreation centers, and stores as>well as transportation and service companies. Some 
government agencies also hire these workers. ' - . 




iU2 CONTRACTS AND CLAIMS 

Contracts and claims include negotiating contracts and investigating claims for 
companies and people. Workers who negotiate contracts set up legally binding agree- 
ments between -buyers >nd sellers of service$, , materials, or products. Workers who 
.investigate claims gather information to determine , the validity of claims. Claims 
involve such things as property danbtage or personal injury. Insurance companies, 
booking agencies, industries, businesses, and government agencies employ workers 
this group: \ . ^ 



12; PHYSICAL PERFORMING 

This is ah interest ihrphytol activities^ 
You can -satisfy; this interest through jobs in atHletics, . sports, arid the performance of 
physlcalrfeats. You m4y enjoy sports. Perhaps a, job as a professional player or official , would 
satisfy you./You may prefer td develop a^^ as acrobatics or wire 

walking.- r - " 'v'-' - - 

Sports4riclude cOrripeting in , profession coaching. . 

players; aijd officiating games. Jdbs. in this group are found in all types of sports.' 

These sports inoJudP horse racing, hockey, football, baseball, basketball, golf, and 
'track.';,;- '■.:;'■■}■. " ■ © 



12.02 PHYSICAL FEATS 

. is ' , ,■ , ' ' . . ■ ■ ■ • . 

; 'Physical feats, as used here, are acts 'of special physical strength or skill which 
entertain people. .Workers in this group may perform alone. Circuses, carnivals, a;nd 
theaters hire th^se workers. Booking agents, of tefn arrajige performances and special 
'"events. ■ ' ' . ' , . , ■' ^ 



Work Activity Descriptions 



. Everyone prefers certain types of activities. These may be leisure time activities or t^s^ a 
person does as part of his or her jol?. A person's preferences can be jised to better un^fcstand 
the world of work. To explore occupatioi^s in terms of your likes, and dislikes can tStp you 
in your career decision-making. If you work in. ah occupation inv(Mving activities you enjoy, 
you are rbore likely to be satisfied. 

Aol the tasks performed by workers in any occupation can be grouped into ten lypes of 
work activities. You probably have had experiences doing these tj^es of activities in both wqrk 
'and leisure settin|B. As you read the following titles and descriptions of the ten types of work 
activities, try to T^ate them to your experiences.. 



1: ACnvmES DEALING WITH" THINGS 
%ND OBJECTS. ■ 

Workers do physical work with materials 
and products. They ;of^n use in'stpments, 
tools, machinels, or vehicles. They pay lift, 
pull, and push. They may do mor^ cokiplex 
tasks such as adjusting and controlling 
things. AlsctJ workers may use knowledge 
and reasoning, skills to make judgments and 
decisions. 
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3S INVOLVING BUSINESS : 
CONTACT. , . . 

Workers deal with others in various situ?- 
ations. They set up business contacts to sell, 
buy, talk, listen, promote, and bargain. To 
follow through, workers gather, exchange, 
or present ideas and facts about the products 
or services. ' . , . 
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3. ACTIVrnES OF A EOUnNE, 
; , DEFiNTTE, 'ORGANIZED NATURE. 

Workers usually repeat the same task 
many times. These tasks: can often be done 
in a short time. Workers are usually orga- 
nized to get the most work done in the least 
time. In general, assignments anc} methods 
are set up in adVance. "the worker s^dom 
makes decisions about the- work. - 



,4. ACTIVITIES INVOLVING DIRECT , , 
PERSONAL CONTACT TO HELP O^ 
INSTRUCT'K>THERS. 

Woi'kers help to maintain or imprpye the 
physical; mental, emotional, _or spiritual well- 
being of others. Workers need to speak aiid 
listen well. They may communic^^teTsiniple 
^ ideas. They rnay also deal with complex 
principle^^of human growth to te,fich, train, 
or help others. Some workers may care for 
or train animals. ; 




/ 




ACnVITEES RESULTING IN 
RECOGNITION OR APPRECIATION 
FROM OTHERS. 

Workers may lead, plan, control, or man- 
age the work of others. Some workers may 
be involved in acting, sports, art, or rnusic*'- 
As a result, they gain prestige, recognitionr 
appreciation from others. In most cases, 
workers \are involved at a high level with 
data and\people. • 



6. AynvniES INVOtVING THE 
COMMUNICATION OF pEAS 
AND INFORMATION. ' 

Workers present ideas mjq iriformatiori to 
'others tiirough writ^i^^cting, miisic, or 
designing. They may inform others through 
radio or television. Workers may also be in 
direct contact with, the people they inform. 





7. ACnVmES OF A SCIENTIFIC AND 
TECHNICAL NATURE. 

Workers may conduct research and analy- 
sis, evaluate, explain, and record scientific 
information. They may use scientific or tech- 
nical methods, instruments, aiid equipnierit . 
in their work. - 



8. 
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ACTIVITIES INVOLVING 
CREATIVE THINKING. 

Workers use complex , mental skills to 
create new knowledge or: new ways to apply 
what is already known. They may solve 
diflScult problems or design projects and 
methods. Workers may use new ways . to 
express ideas, feelings, and moods. They may 
also use imagination to create ideas and 
objects. 
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9. ACnvmES INV0LVINWPR( 
METHODS, OR MACHINES. 

Workers may plfto, schedule, process, con- 
trol, ditect, and evaluate data and things. 
There may be contact with people, but deal- 
jpg with people is not important to the worfc 





ACTiViTiES INVOLVING WORKING ON 

OR PRODUCING THINGS. ' ^ 

Workers use physical skills to work on or " 
make products. Often tools, machines, or 
measuring devices are used to make or 
change a product. Workers may build, repair, 
alter, or restore products. 
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WorJ< Activity 



. V The following is a list of the ten types of work activities and the Worker Trait Jwoup 
numbers of those groups relating to each activity. V 

. ■ ■ ■ ■ ■ ■ ■ . •• I . ■ 

1. Activities Dealing with Things and Objects > 
iai.06, 02.01, 02.02, 02.04, 03.01, 03.04, 05.01, 05.03, 05.04, 05.05, 05.06, 05.07, 05.08, 05.09, 

. 05.10, 05.11, 05.12, 06.01, 06.02, 06.03, 06.04, 07.02, 07.03, 07.06, 07;07, 09.04, 11.06 

2. Activities Involving Business Contact 

01.07, 03.01, 04,01, 04.02, 05.01, 05.02, 05.09, 07.01, 07.02, 07.03, 07.04, 07.05, 08.01, 08.02, 

08.03, 09.01, 09.02, 09.03, 09.04, 09.05, 10.03, 11.02, 11,04, 11.05, 11.06, 11.07, 11.08, 11.09, 
11.10, 11.11, 11.12 

3. ' Activities of a Routine, Definite, Organized 'Nature. 

- 01.08, 03.03, 03.04, 04.02, 05.07, 05.08, 05.09, 05.10, 05.11, 05.12, 06.02, 06103, 06.04, 07.02, 
. 07.03, 07.04, 07.05, 07.06, 07.07, 08.03, 09.03, 09.04, 09.05, 10,03 V 

• ■ . ■ ' ■ ' ■ - ' . ' 

4. Activities Involving Direct Personal- Contact to Help or Instruct Others 
02.p3, 03.03, 10.01, 10.02, 10.03, ' 11.02, U.07 , . 

5. Activities Resulting in Recognition or Appreciation from Others 

01.01, 01.03, 01.04, 01.05, 02.03, 03.02, 04.01, 05.02, 05.04, 07.01, 08.01, 09.01, 10.01, 11.02, 

11.04, 11.05, 11.06. 11.07, 11.08, 11.09, 11.11, 11.12, 12.01, 12.02 

6. Activities Involving the Communication of Ideas and Information 

01.01, 01.02, 01.03, 01.04, 01.05, 01.07, 01.08, 02.01, 02.02, 03.03, 04.01,. 04.02, 05.01, 05.02, 
07.01, 07.04, 07.05, 08.01; 08.02, 09.01, 10.01, 10.02, 11.01, 11.02, 11.03, 11.04, 11.05, 11.-06, 
11.07,11.08,11.09,11.10,11.12 ' • . 

u ■ ■ . 

7. Activities of a Scientific and Technical Nature 

02.01, 02.02, 02.03, 02.04, 03.01, 05.01, 05.02, 05.03, 08.01, 10.02, 11.01, 11.03, 11.06 

8. Activities Involving Creative Thinking 

01.01, 01.02, 01.03, 01.04, 01.05, 02.01, 02.02, 05.01, 09.02, lO.OI, 11.03, 11.04 

9. Activities Involving Processes, Methods, or Machines itjj^ 

01.06, 02.04, 03.01, 03.02, 03.04, 05.01, 05.02, 05.03, 05.04, 05.05, 05.06, "05.07, 05.08, 05.09, 

05.10, 05.11, 05.12, 06.01, 06.02, 06.03, 06.04, 07.02, 07.04, 07.06,' 09.02, 09.03, 11.01, 11.06, 
12.02 

10. Activities Involving Working bn or Producing Things 
- 01.06, 03.01, 05.05, 05.10, 06.01, 06.02, bp.03, 06.04 
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Work Situation Descriptions 

• An important part of finding satisfying work is learning what kinds of ^o^.^;^. ^^/^^^^ 
like a^Ji whi° h y^^^ avoid. People differ. in their willingness and/ or ability to adapt^tq,; 

the dmanSsyvari^^^^^^ There is a great variety of demands made upon workers. 

As yo^J^Sthe foiowing titles and descriptions of the t|n types of work situations, try to- 
relate th^ to your ^experiences. ; ■ 



1. PERFORMING DUTIES WHICH ; 
CHANGE FREQUENTLY. 

Workers perform a variety of duties, often 
changing from one task to. another.. The 
. variety of duties requires vvorkers to lase 
different skiUs, knowledge/ abiuties. 
They may need to use .different methods oV 
materials. They inay also have to change 
work locations. In changing tasks, workers 
must be efficient and remain calm. 





Chcrm 9mm&nr 




PERFORMING ROUTINE TASKS. 

Workers do the same tasks/over and over.. 
They may not change the tasks or the order 
in which they do thefti. Work assignments 
are of short 'duration and follow a required 
method dr. sequence. Very little judgment is 

required. 



4? 




PLANNINQ AND DIRECldiNG AN . 
ENTIRE ACTIVITY. r 

Workers plan, direct, or Control an entire 
activity, project, or program. As leaders, 
they coordinate, si^pervisej and are respon- 
sible for the: work offothelrs. They make 
•decisions and keep up-to-date on new infor- 
mation about their work. 

7 r : ■.. 



4. DEALING WITH PEOPLE. 

Workers deal directly with other people. 
• They must interact; With people at a higl^er 
lever than giving or taking . instructidhs. 
Workers must be pleasant and helpful in 
their contacts with people. 





INFLtlENCING PEOPLE'S OPINIONS, 
ATTITUDES, AlND JUDiGMENTS, 

Wprkers influence people by changing their 
thinking and behavior. Workers must be able 
to understand! people and conmiumcate with 
them. They influence how people feel about 
3, product, a service^ or other people. This 
influence -is achieved -by pro^SBhg ne\y infor- 
mation or ideas in aV^plircct'V ind^ way. 
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6. WORIONG UNDER PRESSl^ 

Workers deal with situations involving 
potential danger and " risk. Workers miist l 
maintain self -cdntrol and take decisive action 
in unexpected or critical situations. They may 
also be involved with tasks where speed and 
dose attention to 'Sfetail create pressure.- 






MAKING DEaSIONS USING 
PERSONAL JUDGMEiSTT; 
^ Workers use personal judgment and the 
five physical, lenses to make decisions. No 
standard or right answers exist upon which, 
to base the decisions. They are based upon/ 
the training, experience, or aesthetic values 
of tl^ workers, 



! ■ 
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8. ]y[AiaNG PEdsiONS trslNG . , . 

. STANDARDS THAT GAN BE 

MEASURED OR CHECKED. 
Workers niake decisions based upon infor- 

matioft or standards that can be measured 
: , or checked. Facts and set procedures are 
^ used rather than personal judgment. : 





INIERPRETING , AND EXPRESSING 
FEELINGS, IDEAS, OR FACTS: 

Workers use creative thinking to interpret 
and express feelings, ideas, or facts. Some 
workers fbcus on the process they use ' to 
communicate, such as speaking, singing, or 
acting. Others communicate through prod- 



iuef 
paintings. 



^^aphsrdesignsr-so ngs, o p-^ — 



■ 1 ■ 



10. WORKING WITHIN ^RECISEUMITS 
OR STANDARDS OF ACCURACY. 

Workers must, pay strict attention to 
details. Tasks must be completed with accu- 
racy within exact standards or time limits. 
The quality of the product or service is 
directly related to the performance of the^ 
, workers. . , ' ^ 
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WprK Situation — Worl<0r Trait Group index 



■ . '■ ■ . "V? ■■ ■ ■ . . • ■■ •• ■ 

The following is a list of the ten types of work situations and' the Worker Trait Group 
numbers of those groups relating to each situatipri- 

1. Perfonning Duties Which Change Frequently ^ 
. 03.01, 03.02, 03.03, 03.04. 04.01, 05.01, 05.02, 05,05, 05.06, 07.01; 07.04, 09.01, 09.02, 10,01, 
10.02, 10.03* 11.02, 11.03, .li;04, 'll.p5, 11.07, . ILOS, 11.09, 11.10, 11.11, .11.12 

fft ireTxoruiiug jKuuiiuti xasKs . ■ ■.. ~ • 
.03.04,06.02,06.03,06.04,07.02,07.06 

3. Planning ancl Directing an Entire Activity \' ^ ^ 

01.01, 01.02. 01.03, 01.04, 01.05, 03.01, 03.02, Oi.Ol, 05.02, 05:04, 05.06,^06.01, 06.02, 09.01, 
10.01, ii.Ol, 11.02, 11.05, 11.07, 11.08, 11.09, ^^n^^^ , 

4. Dealing with People ' 

01.01, 01.02; 01.03, 01.04, 01.05, 01.07, 01.08, 02.03, 03.01, 03.02, 03.03, 04.01, 04.02, 05.01, 

05.02, 05.04, 05.09, 06.01, 06.02, 07.01, 07.03, 07.04» 07.05, 07.06, 08.01, 08.02, 08.03, 09.01, 
09.02, 09.03, 09.04, 09.05, 10.01, 10.02, 10.03, 11.02, 11.03, 11.04, 11.05, 11.06, 11.07, 11,08, 

11.09, 11.10, 11.11, 11.12, 12.01 \ 

5. Influencing People's Opinions, Attitudes, and Judgments 

' 01.01,. 01.07. 08.01, 08.02, 08.03, 11.09, 12.01 . 

6. Worldng Under Pressure ^ * . 

04.01, 04.02, 05.04, 12.01, 12.02 . 

. \i ■ ■ ' ■ , ■ . ^ ■ 

7. Maldng Decisions Using Personal Judgment 

• 01.01, 01.02, 01.03, 01.04, 01.05, 01.06, 01.07, 02.01, 02.02, 02.03, 03.01, 03.02, Q3.03, 04.01, 

04.02, 05.01, 05.02^ 05.03, 05.04, d5:05, 05.07, 07.01, 08.01, 08.02, 09.01, 09.02, 09.03, 10.01, 
10.02, 10.03, 11.01, 11.02, 11.03, h.04, 11.05, 11:06, 11.07, 11.08, 11.09, 11.10, 11.11, 11.12, 
12.01, 12.02 V 

8. Maldng Decisions Using Standards That Can Be Measured or Checked 

01.06, 02:01, 02.02, 02.03, 02.04, 03.01, 03.02, 03.03, 05.01, 05:0^, 05.03, 05W05.05, 05.06, 

05.07, 05.08, 05.09, 05.10, 05.11, 0S;i2, 06.01, 06.02, 06.03, 07.01, 07.02, 07.03, 07.04, 07.05, 
07.06, 07.07, 08.01, 08.02, 09.02, 09.03, 10.02, 10.03. 11.01, li;03, 11.04, 11.05, 11.06, 11.08,. 

11.10, 11.11, 11.12; 12.01 • 

■ ■ r - ' . '■ ■ ' ' "'■ ■ ■ ' " '-■ ■ ^ 

9. Interpreting and Expressing Feelings, Ideas, or Facts f. 
01.01, 01.02, 01.03, 01.04, 01.05, 01:07; 01.08 , ; < > 



ld;i WoriUiig Within Precise Limits, or Standard^ of Accur^ " c ' 

01.06, 02.03, 02.04, 05.03, 05.04, 05.05, 05.06, 05.07, 05.09, 05;10, 05.11, 05.12,^06.01, 06.02, 
06,03,06.04,07.02,07.03,07.05,07.06,07.07,09.02,10.02,10.03 ; 
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School Subjects 



One way to identify occupations lor exploration is through interests and abilities in school 
subjects* In order to relate what you like and do well in school- to what you might like to do 
in occupations, you must be able to link the two. The purpose of the School Subject - .Worker 
~ V Trait Group Chart is to help you quickly^ identify school subjects or Worker Trait . Groups 
that are related. The information on the chart is general. The^ chart does not identify i the 
speciflo degree of relationship, AU of the occupations in a Worker Tjrait Group do not neces- 
\ sarlly relate to a school subject ' v ^ r 

. On ea^h side of the chart there is a listing of 56 school subjects; These are grouped into 
general subject areas such as language, math, and science. Althougji th? titles of the subjects 
may not be exactly the same as the titles of the courses offered in; your school, they can bfe 
easily related to your schobrs courses; 

Across the top of the chart, the Worll^ Trait Group titles and numbers are listed Under 
the Career Area to which they belong. You can read brief deiscriptlons of the Worker Trait 
Groups ill Appendix B of this text. Use the Worker Trait Group Guide to p)t)tain full descrip- 
tions of the Worker Trait Groups, 
V/ There are 56 rows of subjects and 66 columns of VS^brker Trait iGroups. The rows and 
columns crbss to form a cell linking each subject with each Worker Trait Group. If a subject 
: and a Worker Trait Group are related, the codes A or B appear in the cell. 



Directions ' ^ r' ^ 

1. To identify the Worker Trait Groups related to subjects you prefer, follow the rows' of your 

chosen subjects across the chart. The codes A or B appear in the columns of the Worker 

Trait Groups related to the subjects. . ' 

2" To identify the subjects related to the^ Worker TTrait Groups which interest you, follow the 

columns of your chosen Worker TrMt Groups down the chart. The codes A or B appear in 

the row? of the subjects related to the Worker Trait Groups. 
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Code peflnitlons ; 

^ Code A, The subject and the Worker, Trait Group are directly related. The coi^tent, knowledge, 
' and skills taughit in the subject are essential to workers in the group of occupations. 
Code B. The subject and the Worker Trait Group are indirectly related. The knowledge and 
.: skills taught in the subject are helpfdl to workers in this group of occupations. 



school subject - 
worker trait group 
Chart • 





DIRECTIONS 

1. To idoniily the Woiker Tr«u Groups ralaied io subjects YOu'>ieW, , 
lollOM Ihe rowftol your c^onn tubjacts icrov* the charl The codas A 
or B appMf in the columns'ol irie WoiKer Trait Groups relalsd lo trie 
^ sublecia. . . ' ' 



.2. To tdanlKy lhe subjects related 10 the Woik«r Trail Groups whicr^ 

• ■' )nl«rest you. tpllow the columns ol youi ctiose^ Worker Trait Groups 

• «to»m the chart, 7 ha. codes A or B app«aMn ih© rows ol the subjects 
•related to the Worker Trait Croupa. 

CopTif^t « l*>t bf Api»*i*t'h(» t*K»Hoi«l lAber«lorr. Inc. 
Clurlttian. Vl>c>ni« . ' 

SCHOOL SUBJECTS - 
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1 L anguage Skills 
Lit^^rature 



Languag»d: 



4 Speecn 



5 Fore>cri Languages 



6 Ba? cMalh Skills 



Math 



f Akiebra / Geonneiry. 



Science 



9 Biological Sciences 
1 10 Chemistry ■_ 



n Physics 



13 History 



Social Studies 



114" Gcfvernment 



15 Sociology 



Heolthond 
Physical Educoikbn I 



18 Physical.EduCaiion 



1 19 Studio Arts and Crafts 



Art 



1 20 Dranna 



22 Manufacturing 



Industrial 
Arts 



1 23 Product Services 

1 24 Transportaiion 



l25rConstruction 



1 26 Comn^unicalions 



B B 



Home 
Economics 



|2B Consumer and Homemaking 
I29 ChildCare 



1 30 Food Management 



J 31 Clothing. Textiles" Home Furnishings 
§32 Institutional & Home Management 



Agriculture 1 34 Agricultural Sefvices 



Distributive 
Education 



1 36 -General Merchandising & Marketing 



37 Services 



Health 



1 39 Medical-Dental Technology 



Office 



1 42 General Clerl(?^l 



|43 Secretarial & Typing 



[ 45 AirCondltioning& Refrigeration 



|46 Appliance Repair / Small Engine Repa|i^ 



|47 Automotive Services arid Diesel 



148 CommerciatArt/PtToy 

1 49 Construction and Mamtenance 



Tectinlcal and 
Industrial 



50 Drafting 



51 Electrical / Electronic 



'52 Melatworking 



1 53 Personal Services 



1 54 Quantity Food 



155 Textile / Leather / Upholstering 
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)1 Administrative Delail 


)2 Mathematical Detail 


)3 Financial Detail 
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1 07,06 Qerical-MachineOperalion | 


)7 Clerical Handling | 


)1 Sales Technology- | 


)2 General Sales ' 1 


)3 Vending | 


)1 Hospitality Services | 


)2 Bartjering and Beauty Services J 


)3 ' Passenger Services | 


)4 Customer Services | 


)5 Attendant Services 1 


)1 Social Services . | 
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)1 Mathematics and Statistics J 


)2 Educational and Library Services | 


13 Social Research ^ | 


14 Law 1 


15 Business Administration | 


16 Finance ■ , ! 


17 Services Admmj St rat Ion' ! 
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19 Promotion | 


0 Regulations Enforcement 1 


1 Business Managemeni | 


2 Contracts andClaims | 


11 Sports ' ■ 1 


12 Physical Feats | 


' ' CODE DEFINITIONS ■ / 

• ■ . ■ . ■ ^ ■ ■ . ■ • . ■ 

Cod* A, Tho sut>ioct and the Worker Trail Group) arodlrtclly related. The 
contoni. I^nowledge. and nKllls taughi In tho aubject are Mtan- 
tial 10 workers in the group ot occupations. 

Cod« B. Trve aubjoct and ihe Worker Trait Group are Indlraelly relale'd 

Tno knowiodcQ and skills lauohi ir^'ihe subjocl are htlplul ^ . ' 
workers in (his Qroup otoccupatlor>a. . 
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4 Speech • . , . 
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5 Foreign Languages ■ 
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6 Basic MathSkills ■ 
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7 Algebra / Geometry 
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12 Earth / Space Sciences 
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17 Health 
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28 Consumer and Homemaking 
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29 ChildCare 
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30 Food Management 
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31 Clothing. Textiles, Home Furnishings 
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36 General Merchandising& Marketing 
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38 Finances 
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39 Medical-Dental Tecnftology \ • 
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44 Data Processing 
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46 Appliance Repair / Small Engine Repair 
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^7, Automotive Ser vices and Diesel 
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4^4 CommercialArt/PhottDgraphy /Graphic Art 
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49 Construction'and Maintenance 
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50 Dratling ' 
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51 Electrical / Electronic 
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52 Metalworking 
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53 PersonalServices ^ 
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54 OuantilyFood. . ^, 
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55 Textile/ Leather^ Upholstering - 
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56 Woodworking . . • - / • 









You caii get more spedflo information about ho\5j/ subjects relate to occupations in the 
Sohdol Subject — Occupation Inflex. ^ ' : ' 

The index links over 2800 occupations with the 56 schoc^subjects. These occupations repre- 
sent the major national employment opportunities. Occupations found in common occupational 
information resources are aflso inclu^ index. The index has the following three parts: 

Part ly iPart 1 contains a reduced copy of the School Subject — Worker Trait Group Chart. 
^inc6 the chft^va^^^^^^ index may be used together, you may wish to rfefer, to the chart while, 
using the index. ' ' ' ' 

Part n. This part has a section for each of the 56 subjects. Each section describes the subject, 
lists the related occupatipns by Worker Trait Groups, and identifies the specific subject and 
occupation relationship. On the chart, ' codes A or B are used to identify the relationship 
between school subjects and Worker Trait Groups, the index, uses codes A, B, and C< Code A 
represents a direct and necessary relationship. Code B represents an indirect and necessary 
■ relationship. Code C represents an indirect and helpful relationship. 

The following example illustrates the information cpntairied in Part n. 




EXAMPLE 

1. UNGUAQE SKILLS 



Desc.i'ip't'i on 




Language skills are concerned with -the knowiedge, understanding, and skills tliat are con- 
sidered basic competencies In the use of the English language. Communication skills in speak- 
ing, listening, reading, and writing are included. Functional grammar, spelling, a.id punctuatFon 
are among specific skills taught. ' 



Vo^-(<^£V'Tk-<l'/-f Group 



01.01 LITERARY ARTS 
A Copy Writer 

(prof & kin)' 
A Editorial Writer 
(print & pub) 
A Writer, Prose, F 
■ Nbnfictlon 

(prof & kin) 
A Editor, Publications 
(print & pub) 




01.04 PERFORMING ARTS: MUSIC 
;C Teacher, Music 
(eidu cation) 



01.07 AMUSEMENT 
1 B Astrologer 

(amus & rec) 
B Announcer 
(amus & T9c) 





-Parl^-IIL-This part-contains^-Hsting-Oflthe-W^ 
each' of the Worker Trait .Groups are listed in alphabetical ord^r. Under the title of each 
occupation is a listing of the school subject numbers related to the occupation. With each 
number, the code A, B, or C- shows the type relationship "^he occupation has with the school 

J subject. The following exaniple illustrates the information contained in Part m. , . . 



EXAMPLE 



01i01 LITERARY ARTS 

Copy Writer (prof & kin) 
« 1A, 3A, 26C, 32A 
Critic (print & pub) 
2A, 3B, 4B, 14C, 15B, 
, 18C. 19A. 20A, 21A 
Editor, Bool< (print & pub) 
IB. 2B, 3B, 15C 



PART III . 
WORKER TRAIT GROUP 
LIST OF OCCUPATIONS WITH SUBJECTS 




01.02 VISUAL ARTS 
Art Director (mot. picture; tad\o 
' &tv broad) 

19A, 20B, 22C, 2SC 
rt Director (prof & l<in) 
19A, 220, 25C, 26C, 47A 
Audiovisual Productign iSpeciallst 
(prof & kin) 

1B> 195, 20B. 21C. 26A. 48B 




SCHOOL^ -SoBJe'cr' 



Specific instructions on how to Usis the School Subject — Occupation Index are located 
in the front of the index. The first time you use the index you should road these instructions. 




: i 
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Aptitudes 



Aptitude is,, the quickness or ease with which yoli" can learn. There are different kinds of 
Efptitudes. Some aptitudes can help you understand a^novel ot Solve math problems. Others can 
help you do very fine work with ^bur hands and fingers. Some other aptitudes can help you do 
tasks requiring fast and accurate body movements. Some aptitudes can help you see differences 
in size or shape. ' . 

The U. S. Department of Labor job analysts have- defined eleven different aptitudes. These 
aptitudes have been^ related to the Worker Trait Groims. The aptitudes and levels of aptitudes 
related to average successful performance in each worker Trait Group have been identified. 

Knowing as much as possible about your own aptitudes can help you in career exploration 
and planning. You can estimate .your own levels of aptitudes ^nd compare your estimates with 

the aptitudes rdated to the Worker Tradt Groups. , 

Read the following information on 'each of the aptitudes. Use the clues to guide and help 
you make your estimates. Consider and estimate each aptitude carefully, one at a time. Com- 
pare yourself* with others your age rather than with adults. The clues are examples, so try to 
think oi other similar experiences you have had which, might indicate the level of your aptitude. 
iChoose the level which represents your highest self -estimate, even though clues in lower levds 
JiJescribe things you have done or can do. Record your" seLf^stimate in the proper box on the 
* Aptitude Self -Estimate Record. (The Aptitude Self -Estimate Record is located in the Aptitudes 
Checklist and in the Individua,lized Activities for Career Exploration booklet.) Repeat the 
1 process for each aptitude. 

Reiheraber, you can. change the estimates. you haye made at any time you discover addi- 
tional information about your abilities, such as grades, test scores, or experiences. 



AFTITUDE G: GENERAL 



Uh^er^^ find 
iijftder^^ ^0 rea- 




General Aptitude is closely related to 
the ability to do well in school. This apti- 
tude is related to more' Worker Trait 
Groups ^han any other, - 

CLIJES 



Glues are related to each level of Aptitude 
G, General. 

Level 5. "I rate myself in the lowest ten per- 
cent of people niy age." 

• I need someone to explain the instruc- 
tions to me when I assemble or make 
something, . 

• I usually receive special help in school, 
• and still find it diffi<:;ult. 

Level 4. "I rate myself ^ the bottom third but 
not as low as the bottom ten percent of people 
my age," 

• My grades in basic subjects (English, 
math, social studies, science) are most- 

. • lyD's; . - 

• I can follow instructions if they are 
given clearly. 

Level 3. "I rate myself about average, or in 
the middle third of people my age," 

• My grades in basic subjects (English, 
math, social studies, science) are most- 

■ lyC's. r ^ : • 

• #1 can do things that require problem 
solving, such as in the following activ- 
ities. . ' \ 

(a). File materials -according to the 
alphabet or some other method. 
■ (b). Take care of a person who is ill 

• or is recovering from an accident or 
operation. ' 



BELTLINE NEXrEXir 
FOREST DRIYE 2 




(c) , Assiemble a bicycle or other 
equipment which has been purchased 
•unassembled. 

(d) . Knit, crochet, sew, -or similar 
activities. \ 

•(e). Sell tickets or mercl^^ndise 'and 
Keep the necessary records. 

-Level-^^I-^e-niyself4n^ 



the top ten percent of people my age." 

My grades in basic subjects (English, 
math, social studies^ science) are most- 
' lyB's. , . * • 

• I have built , complex working models 
which require reading blueprints or de- 
tailed diagrams. 

• I have received an ''Excellent" rating 
in a science fair. 

• i: regularly do voluntary reading of 
books and magazines. 

• I have no difficulty in. using the card 
file to locate materials in the school or. 
community library. 

Level 1. '1 rate myself in the top ten percent 
of people my age." , ; 

• My grades in basic subjects (English, 
math, social studies, science) are most- 
ly A's. ; 

• I can solve ditScult problems in. math 
or science. 

• I have received a "Superior" , rating in 
a science fair. 

• I have won awards or recognition in 
writing or speaking contests. 

• I have tutored other students^ in their 
schoolwork. 

Note: If you are able to understand and work 
this exercise, you should rate yourself above 
'Level 5: 
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APTITUDE V: VEBBAI^ 



y Understanding the meanings of words 
and ideas. Using them ;to present jiiforma- 
tioh or ideas 'dearly. ' , 




Verbal Aptitude includes understanding: 
how words relkte and the meanings of ' 
whole sentences and paragraphs. It aisp 
includes communicating information and 
ideas to others, 

■ ■ ■ V CLUES 
Glues are related to each level of Aptitudfe 
V, Verbal. / : 

Level 5. '*I rate.;myself in the lowest ten per- 
cent of people my. age/' 

• I have a lot of difficulty with most high 
. school subjects which require much 

reading or writing. 

Level 4. "I rate myself in the bottom third but 
not as low as the bottom ten percent of people 
my age." . - « 

• My grades in English and social studies 
are mostly D's. 

• I have 4iffioult^n writing book reports 
^ OF-t-hemeSr-or^giving-oral-^eport^i — — 

• It is sometimes -hard for me to follow . 
instructions when I assemble models, 
make jewelry, or sew. - 

• I can usually follow recipes for cook-: 
irig or baking. 



Level 3. "I rate myself about average, or in/ 
the middle third of people my age*" ^ / 
.. *• My jgrades in English, social studies,' 
and foreign language are mostly C% [. 

• My grades on book reports, themesl 
term papers, and oral reports are most-i * 
lyCs, . ; V 

• J know spelling, grammar, and punctu- 1 
ation well enough to notice and correct y 
obvious mistakes. ^ 

' • I am an average word games and ^ord 
puzzles player. ,> 

• I can follow printed instructions for 
^ making jewelry, assembling models, or 

sewing. 

Level 2. '*! rate myself in the top third but not 
the top ten percent of people my age*" 

• My grades in English, social studies, 
: and foreign language are mostly B's. 

• My grades on book reports, themes,; 
terna i)apers, and oral reports are most- 
ly B's. : 

• I seldom make grammatical errors in • 
written work and notice 'them^ when 
others make them in yvrriting or speak- 

' ing- . ' ' 

• I have no difficulty in understanding 
the textbooks I read in English and 
social studies. . 

• I am a better than average word games 

and word puzzles player. 

' '. ' ■ ■ C« ; . 

T ' ■ ■ 

Level 1. **I rate myself^ the top ten percent 

of people my age." .^f . i 

. • My grades in such subject^ as English, 
social studies, and foreign language are 
mostly A's, ■ I ' ' , 

• I have won awards or recognition in 
writing, public speaking, br debating. 
My grades on book "repiprts, themes, 
term papers, and oral repdrts are most- 
ly A*s. • 

I have written Articles f<^r the school 
paper or for othei; publications. 

• I often win at word galnes such, as 
Scrabble or Password. ) . 

• I can solve crosswor d muzzles. . Nana- 




grams, and other word p^blems. quick*- 
ly and correctly: - ^ 

Note: . If you are able to understand and work 
this exercise, you should rate yourself above 



Level 5. 
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APTITUDE N: NUMERICAL 



• • Doing arithmetic operations quiddy and 

correctly. ^ ■•.'•;.■ 




Numerical Aptitude Includes ' solving 
arithmetic or story problems. 

^^ .'^^■v ' . , . ^CLUES ' "-'f >^ . 
Clues are related to eaeh level of Aptitude 
N, Numerical. 

Level 5. "I .rate myself in the lowest ten per- 
cent of people m^y age," 

• I have alot»of dieSculty with mo'st^igh 
school subjects which require the 
of arithmetic. 

• I have difficulty , measuring things ^ 
rectly. ' ^ . * . 

• I have difficulty counting my change 
when I buy something at the store. 

Level 47<^I rate myself in the bottom third but 
not ais low £LS the bottom ten percent of people 
my age.*- 

' • My grades in mathematics and science 

• afe mostly D's. 

, • I can measure an object or fi^re its 
; height, width, and depth. 

• :I can follow a recipe to measure, and 
: miJc ingredients to cook or bake. 

Level 3. "I rate myself about average, .or in^ 
the middle third of people my age." 

• My grades in mathematics and science 
are mostly C's. 

• I can add, subtract, multiply, and. divide 
numbers with about average spe^fed and 
accuracy. . ' 

I have a job (such as a paper route) 
which requires me to keep correct rec- 
" ords of money or materials. \ 
^ ; # I have a hobby which requires cprrect 
use of mathematics. 




I can adjust the proportions of a recipe 
to increase or decrease. the quantity to 
be.prepare.d. . , . 

.Level 2. "I rate^myself in the top third biit not 
the top ten percent of people .my age/' 

• My grades in mathematics and science 
' are mostly B's, 

• I can multiply and divide decimals and 
fractions quickly and correctly, 

• I know how to use a slide rule or a 
pocket calculator with mempry fea- 
tures. ' ^ 

• I can use formulas to compute ai^as, 
volurhes, interest rates, etc,; 

• I can solve puzzles and word problenis 
. \ . which require the use of mathematics 

^ quickly and correctly, 

• I have a hobby which requires accurate 
use of mathematics. . 

• I can adjust the proportions of a recipe 
to increase or decrease the quantity to 
be prepared. 

Level 1. "I rate myself in the top ten percent 
of people my age." 

• My grades in niathematics .and science 
. are mostly A's. 

• I can use algebra and other advanced 
mathematics to find the answers to 
questions, 

• I can use a slide rule or pocket calcu- 
: . ; lator quickly and correctly to solye 

diJfBcult problems in mathematics, 

can usually solve puzzies and word 
problems which require, the use of 
mathematics very quickly and correctly. 
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pictures of 

^iibjiBcti^ ;imiages>f them 

fin ittifee :dimensjiom width, and 




Spatial Aptitude is to see how an object 
shown in a flat drawing or picture would 
actually look like in three dimensions. This 
aptitude is required for such tasks as draw- 
ing or risading blueprints, or working 
geometry problems* 



ERIC 



Glues are related each level of Aptitude 
S, Spatial. \ 

Level 5. **I rate myself in the lowest ten per- 
cent of people my age/' ; 

• I have difficulty in worfang with draw- 
ings and diagrams or witli sizes, shapes; 
and arrangements- : . ^ 

• My eyesight is poor.: 
*• I cannot estimate such things as dis- 

. tance, height, weight, or speed. 

Level 4. **I rate myself in the bottom third 
not as low as the bottom ten percent of people 
my age.*^ 

• My grades in art, g^^metry, sowing, 
and mechanical drawing* are mostly D's. • 

• I cannot draw, paint/ or sculpture very 
well. 

• I can use a needle and thread to sew on 
buttons, hooks, patches, etc.. 

• I enjoy arranging things so that th^y 
]look nice. 



APTITCDJE S: SPAiSA^ 

• I can arrange packages in a large con- 
tainer, such as a: grocery sack or a car 

. trunlt to make theni fit. 

• When I play chess, 'checkers, billiards, 
' shufflebbard, t.seldom win, 

•"^i seldom woii^ block puzzles or jigsaw 
' puzzles becau^j^ find theni^ difficult. 

Level 3. '1 rate myself Vbout average, or in 
the middle .third of peoplfe my^age." 

My graces in art , ; geometry, sewing, 
/&.nd mechanical drawing are mostly C's. 
<|^ l ''arn gkverage; in drawing, painting, or 
sculpturing. 
' • r can dance (modern or ballet) well. 
. #1 can sew clothes from a pattern, 

• I am an average chess, checkers, bil- 
\ liards, or shuffleboard: player. 

• I can solve block , and jigsaw puzzles 
,4., but lose interest in the hard ones, 

• I can, usually read drawings or dia- 
grams' for assemblin'g models or doing 

• electticai work. 

Level 2. '*I rate mysefi in the top third but not 
the top ten percent of people my age." . . 

My grades in art, geometry, sewing, 
and mechanical drawing are mostly B's. 
. ^ I can make my own clothing quite Ayell. 

• I can draw, paint, or sculpture better 
than average. * • 

• I have won, •recognition oi» awards for 
modern or ballet dancing. . 

• I am a better than/ average chess, 
checkers, billiards, or shuffieboard 
. player. ^ ' . 

. • l ean solve block and jigsaw puzzles 
better than average. 

• J can read and^ und&r stand electronic 
circuit diagrams. I can also assemble 
or^ repair radios or high fidelity compb- 

. nents. 

Level 1. *'I^te myself irt the top ten percent 
of people my, age." o 

• My grades in art, geometry, sewing,, 
and mechanical drawing are mostly A's. 

,4 I have received awards or recognition 
for drawings, paintings, or sculpture. 

• I have won awards or recognition for 
clothes designing or sewing. 

• When I play chess, checkers,^ billiards, 
- or shufHeboardT-I-usually-win. - - 

• I quickly solve difiicult block puzzles 
and jigsaw puzzles. 

• I have no difficulty in reading compli- 
cated wiring diagrams and drawings or 
blueprints r 

• I assemble Inodelis from kits, repair 
radios or high fidelity components cor- 
rectly and welL 



Aptitude P: FORM PERCEPtiON 
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Form Perception is to notice detail in 
pictorial or graphic material and to make 
visual comparisons. It ;^Iso includes seeing 
differences in shapes and figures or in the 
width or length of lines. 



GLUES 

Clues are related to each level of Aptitude 
P, Form Perception. > 

L,evel 5. "I rate myself in , the lowest , ten per- 
cent of people my age/' 

• I have difficulty in liecognizing differ- 
ences or likenesses in sizes or shapes. 

• My eyesight is poor. 

Level 4. "I rate myself in the bottom third but 
not the bottom ten percent of people my age." 
My grades in art, science;^ shorthand, 
and mechanical drawing are mostly D's- 
I seldbni work jigisaw. puzzles because 
I find them difficult.} 

• I have no difficulty in sorting nuts/ 
bolts, screws, and similar items accord- 
ing to sizte and sh§ipe. 

• I pan iron clothing neatly. 

• I can "tell when .fruits and vegetables 
are ready for picking. ^ 

• I seldom paint or do other art work 
because I do not like the way the result 

. of my work looks/ 
\ • I can repair and^glue furniture' parts, 
. picture frames, and wooden objects. 

Level - 3. "I rate myself - about average, or in 
the middle third oi people my age/' 

• My jgrades in art, ^science, shorthand, 
and mechanical drawing are mostly C's. 
I can use a camera to take attractive 
phot^graiphs. 

I can usually solve jigsaw puzzles/ 




• ^ i usually notice when pictures, mirrors, 
or other objects are slightly crooked, 

• I can use a i sewing machine and follow 
a pattern. ( ^ 

• I can planHand prepare - a riieal for a 
family of fcJurNOT^ five; 

. • I can identify ca^ by make, modefl, and 
year. . • 

• I do average or better than average 
work in the school band, orchestra, or 
chorus, ' ^ ; 

• I can identify ^rees from their shape, 
leaves, and baj:k. . 

Level 3, '*! rate myself in the top third but not . 
the top ten percent of people my age/' 

• My grades in art, science, shorthand, 
and mechanical drawing are mostly B's. 

• r have won recognition or awards in 
photography. 

• I can develop, print, and enlarge my 
own ^photographs. . 

• I . can usually solve difficult jigsaw 
puzzles. 

f\I design clothing, furniture, toys, or 
models wen. . ' 
I can print or do other, art work well, 
I can re^d* fairly difficult musjc. 

Level- l/'Sy^iite myself in the top ten percent, 
of people my' age/* 

^ • My grades in. art, science, shorthand,, 
and mechanical drawing are mostly-A's. 

• I can quickly see small differences in 
the shape or size of similar . objects 
even when most people cannot. 

• I can use^ a microscope to study the 
important details of biological speci- \ 
mens* . ' 

• I can solve dijfficult jigsaw puzzles very 
welL *^ 

• I have won recognition or awards for 
original designs, such as clothing, fur- 

. niture, or art work. 



AFTITUbE Q: CLEBIGAL PEBCKPTION 




- Clerical Perception is to observe differ- 
ences in printed or written copy, proof- 
read words and numbers; and avoid care- 
less numerical errors. It is^lso to check 
— ^^\[Uickly, correctly, and at a glance — 
whether objects are properly made or 
tasks' correctly done. Examples may in- 
clude the following t^sks. 

• Make '.sure that a sewing-machine is 
properly threaded. ' . 

• Inspect an item for flaws. 

• check whether assembled parts fit 
• ■ well together. . 



CLUES 

Glues are related to each level of Aptitude 
Q, Clerical perception. 

Level 5. "I rate myself in the lowest ten pe 
cekt of people my age.'' . 

• School subjects which require figuring 
or close attention to detail are difficult 
for me. 

^# I haviB difficulty in finding misspelled 
words on Wpage. 

• It is difficult for me to look over a col- 
umn of numbers and find any that are 
incorrect* 




Level 4. '1 rate myself in the bottom third but , 
not the bottom ten percent of people my age." 

• I can usually follow recipes for cooking 
or baking. • ^ 

v • It is difficult for me to follow detailed 
instructions or keep accurate records. 

• I make a lot of careless mistakes in 
spelling and arithmetic. 

Level 3, "I rate myself about average, or in 
the middle third of people my age." 4 
!* • My grades in business subjects^ Eng- 
gj^^" lish,, and mathematics are mostly C's. 



Observing details and recognizing errors 
hi numbers, spelling, and punctuation in 
written materials, charts, and tables. 
Avoiding errors when copying nlaterials. 



• I can file materials according^ to the 
alphabet . or some .other system* 

• I can follow written instructions to . 
knit, crochet/ weave, sew, cook a meal, 
or bake cookies. . 

• I can read diagrams and follow most 
instructions for assembling a model or ' 
a piece of equipment. 

• When I play games that require a fast 
and accurate use of words - and num- 
bers, I am an average player. 

• When I make mistakes in arithmetic 
and spelling, I ^ usually notice them 
when I check my work. 

Level 3. *'I. rate myself in the top third but not 
the top ten percent of people my age." • 

• My grades in business subjects, Eng- 
lish,, and mathematics are mostly B*s. 

• 1 can copy records and reports quickly 
and correctly by hand- or with a t^e- 
writer. ^ • 

; m l have done a good job as the club's 
secretajcy or treasurer, or as the athle- 
tic team's^ manager. 

• I can us,4 the card file to locate mate- 
rials in'' the library quickly and cor- 
rectly. 

• As a newspaper carrier or cashier in 
a grocery store, I have kept records, or 
handled money well. 

• I can read and follow cooking or sew- ^ 
ing instructions easily* * . * 

• I seldom make errors in spelling, puhc- 
A\ tuation^ or simple arithnie^tic. I quickly 
<n notice these kinds terrors when others' 

make them. 

Level L '*I rate myself in the top ten percent 
of people my age." 

• My grades in business subjects, Eng- 
lish, and mathematics are mostly A's, 

• When I play games that require a fast 
V and accurate use of numbers, I^ am an 

excellent player. 

• I excel in hobbies which require follow- 
ing detailed instructions oir diagrams. 



APTITUDE K: MOTOR COORDINATION 



Movli^ the\ 6y6s and hands or fing^rs^' 
together to perform a task rapidly and 




My grades on shop projects are mostly 
D's. 

I can do physical work if it. does not 
require precise movements. 
I am not active in varsity sports or 
usually do not make' the first team. 
I have had part-time jobs such as 
-gashing cars, raking leaves, or doing 
general cleaning, and performed well. . 



Motor Coordination mea^" rriaking the 
eyes and hands or fingers work together 
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to"^ perform; for example^ the following 
tasks, ^ 

• Guide objecti^ into position. 

• Sort or assembfe parts. 

• Operate a type^yriter or other officie 
machine. 

• Perform' surgery or dental work in a 
rapid and accurate manner, 

• Make accurate movements rapidly iri 

response to a signal or an observation. 

. • . . ■ ■ ^ *f ■. . . ■.■ . 

• :/V\: " .■.CLUES'. 
Clues are related to each level of. Aptitude 
K, Motor Coordination. 

Level 5. "I rate myself in the lowest ten per- 
cent qf people my age/' 

• • I cannot perform tasks that require 
' fast and accurate use oJf my eyes, fin- 
gers, and hands. . 

A- physical handicap prevents me from 
doing, rapid or accurate handwork or 
other movements. 

Level 4. *'I rate myself in the bpttom third but 
not as low as the bottom ten percent of people 
my age."* 

# My grades in typing, shorthand, phys- 
ical education, industrial arts, or home, 
economics are mostly .D's. 



JLieveKS* "I rate myself about average, or in 
the middle third of people my age.'- 

• My grades in typing, shorthand, phys- 
ical education, industrial arts, pr . home 
economics, are mostly C's. ^ 

• My grtades on shop projects are mostly 
<^s. 

• I am active in varsity sports and an 
average player. 

• I have had part-time jobs such as de- 
livering^ papers, taking care of lawns, 

-uor-woddng-^at^drive^dnrand-perfor 



well. 



Level 2. "I ra,te myself in the top third but not 
the top ten percent 6f people my age.'* 

• My grades in typing, shorthand, phys- 
ical education, industrial arts, or home 
economics are mostly B's. 

#, My grades on shop projects are mostly 
. . B^s. 

I am a good ping-pong, golf, swimming, 
basketball, softball, or volleyball player* 

• I can paint, sew, assemble models, knit, 
work fine metal or wood, play a musical 
instrument, or twirl a baton quite well. 

• I have had part-time, jobs as a typist, 
cashier, playground or assembly work- 
er, and performed well. 



Level 1; * 'I rate myself in the top ten percent 
of people my age." , 

• My grades in. typing, shorthand, phys- 
ical education, industrial arts, or home 
economics are mostly A's. 

• My grades oh shop projects iare mostly 
. A's. ( 

• I excel in one or more sports such as 
ping-pong, golf, swimming, basketball, 
Softball, or volleyball. 

• I excel in dancing, baton twirling:,^paint- 
ing, playing a musical instrument, or 

. ' target shooting. » ^ 



APTiTUDE Fr FINGER DEXTERITY 




- Mo^dn^ the firSgers to wbrfc^^j^ 
objects rapidly, and correctly. 



Finger Dexterity means using the fin- 
~gers-to perform, for example, the follow- 
ing tasks, 
. • Surgery and dental work. 

• Typing and taking shorthand. 

• Playing a musical instrument* 

• Doing fine work with hand tools. 



CLUES 

Clues are related to each level of Aptitude 
F, Finger Dexterity. 



l^ve\ "I rate myself in the lowest ten per- 
cent of people my age." 

• I cannot pjerform tasks which require 
. small/ detailed work with my fingers 

quickly" and correctly. 

• I have a physical handicap which pre- 
vents me from doing fine work with my 
Angers.^ 

■ ■ - . ■ ■ ' . ■ 

L€Fvel 4. **I rate niyself in the bottom third but 
not as low aS the bottom ten percent of people 
ray age.'' 

• My grades in typing, shorthand, indus- 
trial arts, or home economics are most- 
ly P's. ^ " . 

• I can mend my clothes or adjust hems. 

• I can refinish furniture, pick berries, 
peel fruits, or prepare vegetables for 
cooking. 
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• 1 cannot do very fine work with my 
finp:ers very well. 

Level 3. **I rate myself about average, or in 
the middle third of people my age." 

• My grades in typing, shorthand, indus- 
trial arts, dr home economics are most- 
ly Cs. : . 

/ #1 help; make some of my clothes. 

• I can build models, crochet, carve 
wood, assemble or repair electronic 
equipment fairly well. 

• I can repair broken extension cords, 
leaky faucets, or broken toys. - 

Level 2. "I rate myself in the top third but not 
. the top ten percent of people my age.'' . 

• My gradesvin typing, shorthand, indus- 
trial arts, or honie economics are most- 
ly B's. A ; . : - v . /' 

• I play in the ^gchool band ' or orchestra. 

• I make many of my own clothes; ^ 

• I can build . models, crochet, carve 
. wood, assemble dr repair electronic 

^ equipment, or sculpture quite well. 

Level 1. "I rate myself in the top ^ ten. percent 
of people my age." . 

• My grades in typing, shorthand, indus- 
trial arts, or home economics are\most- 

■ 1^ A's. ^ ^ 

• I have received awards or recognition 
as an instrumental musician. 

• I can build models, sew, carve wood, 
assemble or repair electronic equip-, 
ment, or sculpture expertly* 
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APTITUDE M: MANUAL DEXTERITY 



§|^Mcw;fe^;;i^ - ease .and. skin, 

pyfoirt^ ill placing "and 
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Manual Dexterity means using the hands 
tO: perform, for example, the following 
tasks. - : 

• Directing at band or orchestra. 

• Designing displays or exhibits. 

• Building models. 

• Working as a juggler or acrobat. 

• Making furniture. 

• Operating office equipment. ^ - 
Grooming pets. 



\ . CLUES . : • ./ 

Clues^ are related to each level of Aptitude 
M, Manual Dexterity^/ 

Level 5. **! rate myself in the lowest ten per- 
cent of people my. age:" f 

• I cannot perform tasKs which require 
the use of one or both of my hands 
quickly and correctly. 

•..I have a physical handicap which pre- 
: vents me from working rapidly and 
correctly with my hands. 

Level 4. **I rate myself in the Bottom third-but:; 
not as low as the bottom ten percent of people 
my age.'' " ^ .■ . 

• My grades in physical education, home 
' economics,. .industrial arts, ok instru- 
mental music are mostly D's; 

• I can use a hammer or pliers to make 
simple repairs. I can. also use a -paint 
brush or roller to paint a room. 

* #1 can wash windows and polish furni- 
ture well. . J 

• I am not a very good volleybsdl, basket- 
• bail, tennis, or baseball* player. . 




Level 3. **I rate myself about average, or in : 
the middle third of people my age.'/ 

# -My grades in physical education, home 

econorhics, industrial arts^ or instru- . 

mental music are mostly B's and Cs. 

• I do odd jobs around the house, such as 
repairing extension cords or decorating 
and arranging ftiy own- room. 

• 1 can trim .shrubbery, plant a garden, 
or use a power mower quite welL 

• I am an active and average volleyball, 
basketball, tennis, or basebaU player. 

Level 2'. '*I rate myself in the top thirft but not 
the. top ten percent of people my age.'' 

■ • My grades in physical education, home 
Economics, industrial arts, or instru- 
mental music are mostly A's and B's. 
. • I make many of niy own clothes. 

• I play art instrument in the school band 
" or orchestra. . 

• I do magic tricks oi: puppetry well 
enough to entertain an audience. 

• I perform well in activities such as 
juggling, judo, or gymnastics. 

I can use hand tools , such as saws, 
screwdriver?,, or paint brushes quite 
Well- 

• I am a good volleyball, basketball, or 
tennis player. . 

Level 1, *1 rate myself in the top ten percent 
of people my age/' , ' 

• My grades in physical.education, home 
economics, industrial . arts/ or inst^^^^^ 

'.mental music are . r^ostly A's. . ■ 

• I can play one or more musical instru- 
ments very well.' 

• I have won recognition^or awards in 
painting, carving, sciApturing, or indus- 
trial arts. 

• I excel in such .sports, as volleyball, 
basketball, or tennis. 



APHTDDSSI E: EYE-HAND-FOOT GOOBDIiyATION 




Eye - Hand - Foot Coordination means 
moving the hands and feet together in 
response to a visual signal indicating the 
need to react. It includes such fSisks as 
piloting a plane, driving ia car or tractor^ 
or operating a duplicating machine. 



CLUBS 

Clues are related to each level of Aptitude 
E,: .Eye-Hand-Foot Coordination, 

lievel 5. "I rate myself in the lowest ten per- 
cent of people my age." 

• I ha^'Sffficulty in sports which require 
. . running, jumping, or throwing and hit- 
ting a ball quickly or correqtly, 

• I haVfe a physical handicap which- pre- 
vents ;me from moving my eyes, hands, 
and feet together- 
Level 4. "I rate niyself in the bottom third but 
not as low as the bottom ten percent of people 
my age.'' r ' , 

* . My grades in physical education are 

- • / mostly D's. • 

* • . It \yould be very hard if or me to play 
an instrument and do marching forma- 
tions at the sanrie time. 

• I am not active in basketball, volley- 
s • ball, tennis, or sinriilar sports because 

^ I am not very good jn them. ^ 

• I can .raow the lawn, take care of the 
garden,' bathe the. d9g, or do general 

' housework. ' 



Moving the hands and feet together In 
response to vi^al signals or observations. 



Level 3. "I rate myself about average,, or ifi^ 
the middle third pt people- my age." 

• My grades in physical education are 
mostly B*s and C's, \ 

• I am in the marching band. 

• I can ride a bicycle or operate a riding 
mower easily. 

• I am an average tennis, volleyball, or 
^ basketball player. 

• I can drive a car with a stick shifts 

Level 2, *1 rate myself in the top third but not 
the top. ten percent of 'people my a^e!" . 

• My ^ grades' in physical education pire 
mostly A'S and B's. 

• I can twirl* a baton, ice-skate, ride a 
bicyqle, or, perform , gymnastics quite - 

' \ well. 

• I am a good* tennis, voUeyballys or 
, basketball player, 

• i^ha\^,had dancing lessons and per- 
formeOy^well in dance recitals. 

■ -v. ^ ■ . ; ,:■ N • - • : 

Level rate myself, m the top ten percent 
pTTpeople my age." 

• My grades in physical eduoatipn are 
mostly A's. 

. \# I have ""performed as . a * solo ballet 
dancer. I have also had advanced train- 
' ing in other forms of dance. 

• r have won awards or recognition as a , 
gymnast.j 

I can play difScult music on the organ. ' 

• I have won awards or special recog- 
" nition fojr baton twirling. 



APTITUDE 0: COLOR DISCRIMINATION 



Seeing likenesses or differences in colors 
or shades. Identifying or matching cOTtain 
colors, Seliedting colors which go well to- 
gether. ' •, • - 
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Color Discrimination is to recognize har- 
monious, contrasting, or specific colors and 
shades in order to perform, for example, 
the following tasks. '- 

• Art work or decorating. 

• Analyzing chemicals, metals, or 
animal tissues. 

• Mixing paints, . 



' ' J:. . ■ , CLUES ■ :, V ; ■ 
Glues 'are related to each level of Aptitude 
C, Color Discrimination. , 

Level 5. rate myself in the lowest ten per- 
cent of people my age." . . 

• I cannot select colors* that people say 
go well together; 

• I prefer tb buy clothes with someone's 
help to make sure that the colors go 
well together. 

• I am color blind. 

Level 4, '1 rate myself in the bottom third but 
not as low as the bottom ten percent of people 
my age.'' . ' 

• My grades in art are mostly C's and 
^ . D's. 

• I have never takenr art as an elective 
subject. ' ' 

• When .1 plan my- wardrobe, I usually 
heed someone's help to make -sure 
colors go well together. 




• I can see the difference . between red 
; and gre^ri traffic lights. However, it is 
^difficult ' f or me to . see ' differences in 

. ; colors which are not^o' bright and .clear. 

Level 3. "I rate myself about average, or in 
the middle third of people my age." 

' • My^grades in' art are mostly B's and 
C's* 

. . • I take quite good pictures with my 
camera; I can recognize colors that- are 
not sharp or clear. 

• I plan my clothes so colors ' go well 
together:'. . ; . 

• I have helped design scenery for a play. 

' Level. 3. '*! rate myself in the top third but not 
in. the top, ten percent. of people^ my age." 

My grades in art are mostly A's and 

■ / , ' "B's. ^ ' ■ . ■ 

v# I have designed some of my clothes. 

• I am .often, asked to make posters for 
■ school activities or other events. 

• I have selected the colors and the 
fabrics to decorate, my ; own room^ or 
other rooms in the House. 

, * • ^ can almost always^ recognize fine 
differences in color tones or shades. 

Level li. ''I rat^ myself in theW ten percent 

of people my age." ^y-. 

" : • My grades in art . are mostly A's7 

• I have Won; awards or recognition for 
painting or have . sold some of my art 

' work. . 

• I design my own clothes. 

' • I can easily tell differences betwefen 
very similar tints and shadings of color. 
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Aptitude — Worker Tra it Group Index 



The following index shows the general relation of the Worker Trait Groups and the eleven 
aptitudes defined by, the, Depatlment of Labor. The key aptitudes and levels of those aptitudes 
associated with average satisfactory performance are given for each Worker Trait Group. 
They indicate the aptitude you would need in order to learn the knowledge and skills of the 
occupations in that group. When a level number, such as a 2, or range, such as 2-3, appears 
across from a Wbrker Trait Group, most occupations in that group are rated for that aptjtude 
^ and level. . ^ 

Most Worker Trait Groups have a combination of different aptitudes, often at different 
levels. The levels in this index represent the key aptitudes and leyels associated with the group 
as a whole. The relation of these aptitudes to specific occupations with each WTG varies to 
some degree. As yyu explore specific occupations, you may find more information on the apti- 
tudes used irl that work. 

To use the index, place your completed Self -Estimate Record below the first Worker Trait 
Group which interests you. Your aptitude estimates will appear directly below the aptitude 
levels given for the group. 
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WORKER. TRAIT GROUP 


V ; ■ KEY APTITUDES BY LEVEL 
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APTITUDES INDEX 





WORKER TRAIT GROUP 


KEY APTITUDES BY LEVEL 


No: 


Title' 


6 


V 


N 


s 


P 




K 


F 


M : 


E, 


c 


05.05 . 


Craft Technology; : ' , ' 




■ , ' 


3 


2-3 


. 2-3 




3: 


3, 


2-3 






05.06 


Systems Operation , 


3.. 




3 


3-4 




3-4 


3-4 




3.4 






05:07 


Quality Cwtrol ; 


3. 




3-4 


3 

« 


3 








: 3-4 






05.08 


Land Vehicle Operation . ; 


0 






0 






3 




3 


3 

' J. 


4 




Ma tisfi a 1 Q Pnn trnl 

liXCllCiiuid VfUlillUi 


0 


Q 
0 












— — b- 


3.4 








Rkillprt Hanrf Arid Maphinp 

Work 




• 




0 


0 




Q 


3.4' 








05.11 


Equipment Operation 


3 






3 






3 




0 

3 


0 A 

3-4 




ACT i 0 

05.12 


Jbilemental worK: Mecnanicai 








3-4 


3-4 




0 A 

3-4 




3 
































06.01 


Production Technology 


3 






3 


3 




3 


3 


3 






06.02 


Production Work' . 


. 3 




3-4 


3-4 


0 
0. 




0 A 

3-4 


0 A 

0-4 


0 






* A/* AO 

06.03 


Production Control 


A 

3 






3-4 


3 




0 A 

3-4 


0-4 


A 

3 






A/* Ail* 

06.04 


Liementai WorK; industrial 






.• 


4 


d-4 




0 A 

0-4 


0-4 


3 

.1 
































07.01 


Admiriistrative Detail 


2-3 


'2-3 








2-3 












07.02 


Mathematical Detail 


6 


a 






















TTinanAial Dptail 
r iiidiiLiuJi iyciuii 


3 


3 


3 ; 


• 




3 












07.04 

■ ■ » . 


Information Processing — 

CJnAaHnor ^ 


3 


3 


3.4 






2^3 . 


3-4 










u 1 .uu 


TnfoTf*TtiatinTi Pr/lNiQciin(y — ^ 

llUUilUuLlUll X ivvCoolllg 

■ Records- ' . 


o 






1 












1 




Arr A/> 

07.06 


Clerical Machine Operation 


3 










0 0 


• A 0 


0 
0 


3^4 






Arr Aft 

07.07 


. Clerical Hanajiing 


3-4 


3-4 








' 0 
0 




0-4 


0 A 

0-4 


* 






























08.01 


Sales Technology 


2-3 




2-3 ' 




3 


3 












08.02 


.General Sales* 


3 


3 


3 






3 












08.03 


Vending • ■ y ' 


4 


■■4 


3-4; 










3-4 


3-4 







OTITUDES INDEX 



WORKER TRAIT GROUP 



KEY APTITUDES BY LEVEL 



No. 


. Title :< 
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■ Worker Trait Group Keysort Deck iWs^^^ 



The Worker Trait Group Keysort Deck* is used to help you identify groups of occupations 
related to your interests, abilities, and other personal characteristics. You can sort the cards on 
the basis of these personal characteristics. The "Keysort Deck contains 66 cards, one for each 
Worker Trait Group (WTG). Printed on the tfard is the Area/ Worker Trait Group nunmber, 
title, a brief description of the group, and a listing of occupational subgroup examples. 



KEYSORT CARP ILLUSTRATION 



Squared cornor 



■ Sorting FaC»ora 

• Work Activltios 

• Work Silualions 

• Physical DLMnancJs 

• GED, 

• Preparation 



Holes and notched holes 'around 
the bofder for tho sorting factors 



VoHK ACTIVITIES ^ 



Aroa — WTG number 



Brief descriptive 
paragraph . 





Deck identification code 



LITERARY ARTS 
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ilu^ )Mu.c>l>i> ^ijiciu ltdl ( MiliiirillciJIii t)'M('liii iilli)iilu> ^llikllut )-llii ohi), ^ 
chill, I , ili.l Iuc\m..IUi Mll(>iit>o vI^<\i|hoji liol lIKIk cllollfcililin (ijlol It 
iicillii itli/Miui yHc) 1)111111 ItolclltlHi ollolli* cyn(>ll(i iili(ti(y( niill'i iiIIomIk , 
liin vlto nliii oliiiii lldl cllthii (ihnlhi cyiidllii nUiiiitiu ylloiho, ytln dlto 
iWAiO (iHdl lu(' iioilo .iIIiiuIki ylld iMitu \Ut\ cjlihi> olldliiidliliii nllnl N 
Hiillr. ulloiilin ^dln ciiiDM iinklhlici olloliii C'/iukMi, ulloic vnlin ylUi iilii> . i>Ih >it llol clKlii} oil 
citiiiu nltul ■ , • " 
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iliu- villi mIm) oMiiii 
cLI||ir> I illdl lii( )'iitil1( k ' 
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Worker Trait 
Group titlfr 



Examples of 

occupalional subgroups i 



Selected f ilctors used to. locate career information through Worker Trait Groups are printed 
around the edges of the card. The card's edges also have a series of numbered holes which 
represent the different parts of the factors. Each of these factors has a specific relationship to 
the Worker Trait Groups. This relationship is shown by a notch or punch in the appropriate 
numbered hole. The following example shows how one factor — the types of Work Activities 
— relates to the Worker Trait Group ^'Literary Arts,-^ 

* Developed by Appalachia Educational Laboratory, Inc/ and published by McKnight Publishing 
Company, j 
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Notches show the factor's specific reiatlonship to WtG 
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# GROUP KUMBER 
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WORK ACTIVITIES 



i 2 Z 



b 6 



7 8 S 10 



WORK SITUATIONS 




LITERARY ARTS 

r ■ . 

Mil jtliiitdio ' iilitii) lli)ltllifiii otlnlin c.yuttllii iillui{)t nolUi ii|li>nif 
jllii iilnt <iiiiiii lUil (llilui c ) iioilu Jillniilu» ylliMlto^JJo (ih 




' Note that holes 5, 6, and 8 have been notched. This means that these three types of Work 
Activities are related to this Worker Trait Group. These three types of Work Activities have. 
* the following titles: V 

5 — Activities Resulting in Recognition or Appreciation from Others. 
' 6 — Activities ^Involving the Communication of Ideas and Information. 
V 8 — Activities Involving Creative Thinking. 

To identify the Worker Trjat Groups related to a particular part of a factor, a special 
. needle . is used to sort the deck bf cards, ^'or example, to sort the deck for Work Activity No. 
g, Creative Thinking, the sorting needle would be inserted in the hole No. '8 of the Work Activ- 
ities section, , 
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The Keysort cards having the hole of Work Activity No. 8 punched will fair from the 
deck. These cards represent the Worker Trait Groups inyblvirig Creative ' Thinking. The Key- 
sort Deck may be . sorted to. identify Worker Trait Groups related to each factor pe^rt or may 
be sorted to cdrtibine several parts. The. follbwing steps describe how to sort the deck. • ' 




Step X. Line up the deck with all cards face up and squared 
corners together at the left. Any' card not in the deck correctly 
will have a rounded edge sticking up among the squared corners. 
Check the Deck code holes. All of the cards should have the same 
hole(s) punched. Any not punched the same as the others is in 
the wrong deck* Remove the cardCs)." 

Step 2. On the border of the cards, locate the factor for which 
you will sort. Turn the deck, if necessary, so that this factor is 
on top, "Jog*' or strike the ends of t^e deck against a flat surface 
to get them even iand the holes lined up. 
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Step 3. On the front card, locate .the factor number or letter. Keep 
a steady hold on the cards with one hand. Insert the sorting 
needle with the other hand. For example, if the factor part you 
sort on is Work Activity No. 8, nnsert the needle in the hole 
numbered 8. 

Step 4. After the needle is inserted in the hole, relax your hold 
on the cards, but continue to support them. Lift lip and gently ■ 
shake the needle. As you lift and shake the needle, cards which 
have the factor nufnber you sorted will slide down and out of 
the deck. You can guide these cards with your hand as they start 
to fall. 




Step 5. Place the cards which fall from the deck into a stack, 
face up. These cards represent Worker Trait Groups related to the 
factor part foi: which you sorted. Check the cards which remain 
on the needle. Be sure all of the loose cards ha.ve come out of 
the deck. , . 

Step 6, Remove the remaining cards from the needle and place 
them^ face down in a separate stack. Be sure to keep this stack 
separate from those that f ell oiit of the deck. 




You should have two stacks of cards when you finislj sorting the deck. The ''face up'Vstack 
should contain the cards that dropped out of the deck. The other stack ''face down" should con- 
tain the cards that stayed on the needle. The "face up'' stack represents the Worker Trait 
Groups, filiated to the factor on which you sorted/ 

. Reati'^he titles 4nd brief paragraph descriptions of all the cards in your "face up" deck. To 
explore any or all of these Worker Trait Groups in. more detail, use the Worker Trait Group 
number in the upper.; lefthand comer. This number is keyed to the Career Information System 
materials^ Full descfij^tions of the Worker Trait Groups are located in the Worker Trait Group 

Guide. Other occupational information is filed and indexed by the Worker Trait Group number. 

■ ' ■ • ■ ■ . . ■ 



SORTING INSTRUCTIONS 
WORK ACTIVITIES 

S . The deck is designed to help you identify Worker. Trait Groups related to your preferred 
Work Activities. As a result, before using the deck, you should have coq#leted the following 
activities to help you identify your preferences. v 

• Viewing the fllmstrip "Work Activities'' ^ork Activities Checklist, Part I or Individ- 
lilalized Activities for Career Exploration, Activity H) 

• Reviewing the Work Activity descriptions (Career Infarmation System Guide) 

' • Coftipleting'the Work Activities Checklist (Worit Activities Checklist, Part II or Individ- 
ualized Activities for Career Exploration, Activity H) 

' There are three types of sorting methods you can use to identify Worker Trait Groups 
related to your preferred Work Activities. A:* you follow the instructions for the three meth- 
ods^ use the order of preference in which you ranked the typejs of Work Activities in the 
checklist. . / 

A, The "Or" Sorting Method. This method is used to identify Worker Trait Groupfe rejated 
to theAype of Work Activity you rated as your first, or second, or third choice. This will iden- 
tify the*Worker Trait Groups related to at least one of your first three choices. , 

B. The "And" Sorting Method. This method is used to identify Worker Trait Groups . 
related to all three of your first three choices, 

C The "Negative" Sorting Method. This method is used to identify Worker Trait Groups 
that are related to the Work Activities you dislike. 

The three sorting methods can be used independently or in sequence. They may also be 
combined. ... 

"Or" Sorting Method: Specific Instnjctions , ^ 

1. Locate the Work Activity number^on which you want to sort: • 

2. Insert the needle through the numbered hole for your first choice. The cards which fall from 
the deck should be placed "faCe up." This is your , "keep stack/' , 

3. Insert the needle 'through the numbered hole for your second* choice. The cards which fall 
from the deck should be placed face up on top of your ''keep stack." 

4. Repeat this procedure for your third choice. The cards that remain on the needle after your 
third choice sort should be placed '*face dowHt" This is your discard stack. 

5. Read the titles and brief descriptions of the cards in your ''keep stack:" Ifou^can discard 
any that do not interest you. For more detailed exploration of any groups, you rhay read 
their expanded descriptions in the Worker Trait Group Guide.* 

'Ift^u now wish to follow the "And" Sorting Method, just use the cards in. your "keep 
stack." 

*'And" Sorting Method: Specific Instructions ^ 

^ 1. Locate your fjrst choice Wo^ Activity number and insert the needle through the nunibered 
hole. The cards which fall frdfh the deck should be placed '*face up." This' is your "keep 
stack." The cards that stay on the needle should be placed, "face down." This is your "dis- 
card stack." ' —V • r-v 
2. Sort the "keep stack" of i^ards again by inserting the -needle into the hole numbered for 
your second choice. Keep the cards that fall from the deck. The caMs that, stay on the 
^ needle wer^ related to your first choice but not your second choice. Youvshould review wh^t 
Worker Trait Groups you are eliminating before placing them "fe^ce djbwn" on your "dis- 
' card stack.'' If you are really interested in a particular Worker Trait-Group and you do. not 
^ want to discard it, you can keep it in your "keep stack." Just remember that it was not^ 
related to your second choice. / ; 

* Developed by Appalachia Educational 'Laboratory, Inc. and published by McKnight Publishing 
Company.* - ' 
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3. The cards in your ^"keep stack" now represent Worker Trait Groups related to 'both your 
first and second choices; Review the Worker Trait Group titles. / 

4. Sort the "keep stack" using the hole nunibered for your third choice. The cards that fall 
from the needle relate to your first and second and third choice.. Use the procedures in 
Steps 2 and 3 to review the cards remaining on the needle. (You may not have had any 
cards remaining after the third sort.) 

5. Now the "keep stack" represents those" Worker Trait Groups that relate to all three of your 
choices; Review the Worker Trait Group titles and write down the Worker Trait Group 
numbers of these cards for further exploration. . " -L^^ 

"Negaiive^V Sorting Method: Specific fe^ 

1. Locate the number of the Work Activity you- dislike and insert the needle through the num- 
/ bered' hole. The cards that fall from' the deck are related to your "dislike" fchoice and 

should be discarded. 

2. The cards that remain on the needle may also be sorted for other "dislike" choices. 

3. You may wish to sort for your ' "dislike" choices on the "keep stack" from an ''Or" or 
"And" Sorting Method. 

The sorting methods may^also be used to combine two different factors such as Work 
Activities and Work Situations. To sort on two factors/ use the "keep stack" from the first 
factor ±0 sort on the second factor. 

WORK SITUATIONS 

The deck is designed to help you identify JiVyfRST^Trait Groups related to your preferred 
Work Situations. As a result, before you use the de^, you should have completed the follow- 
ing activities Id help you identify your preferenc 

* • Viewing,;t^ filmstrip "Work Situations" (Work Situations Checkiist, PartJUorJpdivid- 
V ualized Activities for Career Exploration, Activity I) 

• Reviewing the Work Situation descriptions (Career Information System Guide) 

• Cpmpleting the Work Situations Checklist (Work Situations Checklist, Part H or Individ- 
ualized Activities for Career Exploration, Activity I) 

.' . • ' ■ ' 

There are >three types of sorting methods you can use to identify Worker Trait Groups 
related to your preferred Work Activities. As you follow the instructions for the three meth- 
ods, use the order of preference in which yov? ranked. the types of Work ActivitiesMn the 
checklist. , • • 

A. The "Or" Sorting Method/ This method is used to identify Worker Trait Groups related 
, tb the tj^pe of Work Activity you rated as your firsts or second^ or third choice. This will iden- 
tify the Worker Trait Groups related to at least oflp^ your first, three choices. 

B. The "And" Sorting Method. This method is used to identify Worker Trait Groups 
relateft to all three of your first three choices. 

. C. The "Negative" Sorting Method* This method is used to identify Worker Trait Groups 
that are related to the Work Activities you dislike. 

The three sorting methods can be used independently or in sequence/TThey may also be 
combined. . ^ -3^- 

"Or*' Sorting Method r Specific Instructions . 

1. Locate the Work Situation number on which you want to sort. 

2. Insert the needle through the numbered hole for ybur first choice. The cards which fall from* 
the. deck should be. placed "face up." This is your "keep stack." 

3. Insert the needle through the numbered hole for your second choice. The cards which fall 
from the deck should be placed "face up" on top of your "keep stack." 

4: Repeat this procedure for your third choice. The cards that remain on the needle after your 

third choice sort should be placed "face down." This is your discard stack. 
"S. Read the titles and brief descriptions of t'he cards in your "keep stack." You can discard 
any that do not interest you. For more detailed exploration of any groups^ you may read 
their expanded descriptions in the Worker Trait Group Guide. \ \. 
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If "you now wish * to follow the "And^* Sorting Method, fust use the cards in your '*keep 
stack/' • ' ' : 

■ ■ • ■ ■' ' • , • 

"And" Sorting Method: Specific Instructions 

1. Locate your first choice Work Situation number and insert the needle through the nuni- 
bered hole/ The. cards which fall, from the deck should be placed **face up." This is your 

. /'keep stack/' The cards that stay on the needle should be placed "face down/' This is your 
"discard stack/* 

2. Sort the "keep stack" of cards again by Inserting the needle into the hole ^numl?ered for 
^our second . choice. Keep .the cards that fall from the deck." The cards'lhat stay on the' 

leedle were related to your first choice but not your second choice. You should review what. 
Worker Trait Groups you. are eliminating before placing them "face down" on your "discard 
tack." If you are "really interested in a particular Worker Trait Group and you do'^ not want 
to discard it, you can keep it in your "keep stack/V Just r^ihember that it was not related to 
your second choice. . , . 

3. The cgirds in. your "keep stack" now represent . Worker Trait Groups related, to both your 
first and second choices. Review the Worker Trait Group titles, 

4. Sort the "keep stack" usinjg the hole numbered for your third choice. The cards that fall 
from the needle relate to your first and seqond and third choice. Use the procedures in Steps 
2 and 3 to review' the cards remaining on the needle. (You may not; have had any cards 
remaining after the third sort.) 

5. Now the "keep stack" represents . those Worker Trait Groups that relate to all three of your 
choices. Review the Worker Trait Group titles and write down the Worker Trait Group 
numbers of these cards for further exploration, 

''Negative" Sorting Method : Specific Instructions , 

The Work Situations relate to adaptive skills. On the checklist, you idonti^ed Work Situ- 
ations you would like to avoid or to which you felt it would be diflaoult to Adapt, The. "Nega- 
tive" Sorting. Method can help you identify Worker Trait Groups related tp .these (Worl^ Situ- 
ations. 

i^. Locate the number of the Work Situation you dislike and insert the Wdle througf^ the 
numbered hole. The cardb? that fall from the deck are related to yoijr-4^d^like" choicy and 
should be discarded. ' J 

2. The cards^that remain on the needle may also be sorted for othejb dislik^ii^^flyces. 

3. Yoju njky wish to sort for your "dislike" choices on the "keep stack" ironni^^^j^e^^ 
' soft on the cards remaining after an "Or" or "And" Sorting Method. V__/ ' ■ ' 

The sorting methods may also be used to combine two different factors~^^^OT^ as Work 
Activities arid Work Situations, To sort on two factors, iise the "keep stack"''^roffN^^ first 
factor to sort on the second factor. 

; : ^' ' PREPARATION 

The Preparation Section of the deck is designed to help you identify Worker /frait Groups 
related to your interests and preferences regarding education, training, and jobl entry. Read, 
all of the following questions. Then, select the questions which best relate to your^interests 
and follow the sorting procedures below these questions. . / 

1. Wliat Worker Trait Groups include occupations for which a high school level vocational 
program would be adequate preparation? 

Sort the deck, using the "V" hole. The Cards that drop will represent the Worker Trait 
Groups for which a vocational program would be a preparation route, 
a. What Icinds of jobs could I get immediately after completing a vocational course? 

Sort the cards that have fallen using the- "E" hole.. The cards that drop will identify 
Worker Trait Groups which include entry occupations for people who have completed 
vocational programs. ' ^ ■ - ^ " " . 
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b. If I cromplete a vocatlonai program, what long-range occupational goals might I hope 
: to meet? ' ^ - ' 

Sort all of the cards which fell pri the "V" sort using the "A** hole. The cards that 
drop will . identify Worker Trait Groups which include occupations to which you might 
advance as an experienced worker with vocational training;;, 

2. What Worker Trait* Groups include occiipations for whicli a one- or two-year post high 
> school tecluicatl program would l>e adequate preparation? 

. : Sort the deck using the *"T" hole. The cards that drop 'will, represent Worker Trait 
Groups for whl^ a post high school technical program is required or is adequate, v 
a. What kinds of jobs could I get immediately after completing a technical program ?\ 

. Soxt the cards that have fallen using the *'E" hole. The cards that drop will identirw 
^ Worker Trait Groups which include entry jobs for people who have completed tecff- 
^ ; > pical prbgrams, 

• b.t tf I complete a techiUcal program^] occupational goals might I hope to 

jet?^^ri - V; )' . , 

|ortyail of the cards which fell on the. VT" sort using the ''A" hole. The cards that, 
: dtop^^ill identify Worker Trait Groups which include occupations to which you might 
'^advance as an- experienced work with technical training. 

3. What Worker Trait Groups include occupations for which a iour-year college degree would 
be required or adequate preparation? 

Sort the deck using the "C" hole. The cards that drop will represent Worker Trait 
Groups for which a four-year college degree is required or adequate. 

a. What kinds of jobs could I get immediately after receiving a baccalaureate degree? 

Sort the cards that have fallen using the "E" hole. The cards that drop will identify 
Worker Trait Groups which include entry jobs for -people who have completed four- 
year college degree programs. 

b. If I earn a fouiSyear college degree^what long-range o<5Cupati6nal goals might I hope 
. to meet? 

Sort all of the cards which fell on the "C" sort using the '*A" hole. The cards that 
drop will identify Worker Trait Groups which include occupations to which you might 
advance as an experienced worker with technical training, 

4. What Worker Trait Groups include occupations for which any^vanced college degree 
(master or doctoral degree) would be required or preferred? 

Sort the deck using the "G" hole. The cards that drou-^U -represent - Worker Trait 
Groups for which a graduate college program is required pr prefei'red, 

5. What Worker Trait .Groups include occupations for which I might qualify after I leave 
school if I take no vocational or post high school programs! 

Sort the deck using the ''N" hole. Keep the cards that di3op and sort ihem again using 
the *'E'' hole* The cards that drop on this second sort will; iaentify Worker. Trait Groups 
which include entry .jobs for pfeople with no formal prep^^tion and . training. However, 
most employers prefer workers who have completed at least a high school education. 
.6. If I go to work without completing a formal education or training program, what long-range 
occupational goals might I hope to meet? 

Sort the complete deck using the "N" hole. Keep the cards that drop and sort them 
again using the "A*' hole. The cards that drop, on this second sort will identify Worker Trait 
Groups which include occupations to which you might advance as an experienced worker 
with no formal preparation and training. 
7. What Worker Trait Groups include occupations that I might explore as potential for 
part-time and summer emplojrment? \ 

Sort the deck using the "N" hole. Keep the cards that drop and sort .them again using 
the "E" hole. The cards that drop on this second sort will identify Worker Trait Groups 
which include entry jobs requiring no formal education or training. Many of these occupa- 
tions provide temporary employment for people working on post , high school programs. 
However, you should also explore lower level jobs related to the occupations for which you 
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are preparing. Related work experience is often helpful in gainijijtg' emplojnment after you. • 
complete your preparation. . ' -^^i 

8. How can I combine my educatioi|al plans arid my interests and other characteristics? 

When you complete any of the preceding sorts, ^yoli can use other factors on the Key- 
- sort cards such as Work Activities or Work Situations to do a second sort on the cards that :. 
dropped. The cards that drop on this second sort will identify Worker Trait Groups that 
relate to yov^r educational plans as weir as your preferences for work activities, or other 
factors. • " 

The various education and training programs related to the Preparation Factor are 
described in Appendix H of the Worker Trait Group Guide. You should review this informa- 
tion arid understand the type of program related, to each of the, code letters. ■ 

PHYSICAL DEMANDS 

Physical Demands- are the physical requirements of an occupation and the physical capac- 
ities a worker must have to perform the major tasks. You can use the Keysort cards to iden- 
tity Worker Trait Groups with occupations that have specific physical demands. This may be 
important to you if you are interested in special types of physical activities or if -you are 
unable to perform certain types. This may be particularly important for individuals vnth 
sight, hearing, or other types of physical limitat^ns. 

. First, read the Physical Demands descriptions in Appendix D of the Worker Trait Group 
Guide. Then select the Physical Demands for Which you want to sort Worker Trait Groups. 
Identify the code numbers or letters of the Physical Demands. You will use these codes as you 
follow the sorting procedures. 
Sorting Procedures ' ' 

1. To find Worker Trait Groups related to Physical Demands you might like to perform, 
insert the Keysort needle in the hole coded for the one most important to you. The cards 
that fan from the deck represent Worker Trait Groups you may want to explore further. 
If you are sorting on more than one Physical Demand, repeat this process with the entire 
deck. You may want to examine some of these Worker Trait Groups further. • 
.2. To -find Worker Trait Groups related to Physical Demands you may wish to avoid, sort thie 
deck using the codes for those Physical Demands. The cards that fall from the deck repre- > 
'sent Worlcer Trait Groups you should examine carefully. Remembei-, all of the occupations 
that belong to a Worker Trait . Group may not require each Physical Demand. As you' 
explore at the occupational level, you' should look for this requirement. 
3. You may combine sorting on Physical Demands with other factors. This procedure can help 
' you sort out Worker Trait Groups related to Physical Demands you wish to avoid as you ' 
sort on other factors. - 



GENERAL EDUCATIONAL DEVELOPMENT (^ED) . , . 

, General. Educational Development (GED) is the combination of knowledge and reasoning 
ability related to successful job performance. There are six -GED levels -ranging from 6ne 
(low) to siic (high). Each Worker Trait Group has been assigned one or more GED. levels. ^ 

Each of the GED levels may be considered in terms of interest and ability. Read the GEDl_ 
statements found in Appendix G of the Worker Trait Group Guide, Note how they range .from- 
concrete, (low) to abstract (high) with different combinations in between. You may not 'now 
have the knowledge and reasoning sldlls represented by some of the GED statements. How- 
ever, you can plart^on obtaining them as you gain experience. You. may learn these skills 
through experience outside of school as well as in school or formar training programs. 

You may use the following sorting methods to identify Worker Trait Groups related to 

GED levels. / ' . , , m 

Method A. This method, is designed to help yo\i get an understanding of the Worker Trait 
Groups related to each' of the GED levels. To do this start with the highest level. Insert the needle 



through bifiD . hole numte^^ 6. The cards that fall from the ^eck represent the Worker Trait 
Groups needing this level of :GED, Read the Worker Trait Griiup titles. Then place these cards 
"face down;" Sbrt the reihalning cards forjevel number 5 foUdw^ the same procedure. Con-, 
tihue this process for , each level ' ' / \ k 

Method B. This jnethod is used to identify those Worker TrgiimJroups related to the highest 
GED: level you aspire to have. To do this, use the GED number representing your highest 
level of aspiration. Insert the needle throug^^^^ selected GED number. The cards that fall 
: . from the deck represent Worker Trait Qfpups matcHing your GED level of aspiration. Read 
, . these Worker Trait Group Jitles. Sejbaside those cards representing yb\ir level of aspiratibn. Sort 
the deck using GEb level numberdchigher than the number pfc^our GED level of aspiration., 
^ The cards that fall from the deck fojMthpse numbers will repres^t Worker Trait Groups above 
your dED liyel ,of aspiration. The relnaiiiing cards that did not fall from tHd needle .r#pre- 
r V sent those below your GED level of aspiration, ^ * . 

• When sorting the Keysort Deck on other factors, such as Work Activities or Work Situ- 
ations, yoii may also wish to do a combined sort with the GED nuniber representing your level 
• of aspiration. If you do this, you should use Method B. j 

The GED lever descriptions in Appendix G of the Worker Trait Group Guide d^e state- 
r.; ments that represent aH Worker Trait Groups in general. You can read full descriptions of the 
Worker IVait Groups in the TVprker Trait Group Guide. A specific GED description is located * 
in the profile section of each Worker Trait Group. Thi^ description outline:^ the specific knowl- 
edge ^nd reasoning ability related to that Group. , , V 




